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INTRODUCTION

Company History
SpringDot® was founded by Sidney Deutsch, an eighteen-year-old Hungarian immigrant who entered
America through Ellis Island in the early part of the 20th century.
In August of 1904, Mr. Deutsch (grandfather to Jeff and Thom Deutsch, great grandfather of Spencer
Deutsch and current CEO, Josh Deutsch) bought his first printing press.
Sidney was sanding pianos at Baldwin Piano and had to leave his job since he came down with blood
poisoning. At that time he shared rooms with someone that needed to move to Arizona for his health. His
roommate had a small hand operated printing press and Sidney bought it and started Sidney Printing Works.
Sidney would print calling cards for those who came up to him on the street. You would have to print out
your name and address since he did not speak English at that time. He set the type and printed you 100 first
class cards. His first real office was located on West 5th Street, the width of his shoulders.
As the business grew he added a bookkeeper, his wife Sarah. In 1907, they moved into a larger shop, on
Central Avenue. They took with them the hand press and an established clientele: customers who had been
impressed with the quality of work from “that kid Sidney” and who were now hopeful of continued quality
from his new shop “Sidney Printing Works”. Over the next five decades he became a citizen, married and
had a family, went thru two world wars and the great depression while building his business.
At the end of WWII Sidney’s sons, Frank and Howard, returned from serving their country and took over
the business. Frank was sales and Howard ran production. It was a simple business located in downtown
Cincinnati. By the mid 1970’s Frank and Howard had grown the business to 4 buildings in a historic suburb
of Cincinnati providing commercial print to clients ranging from small theaters to large companies like
Procter and Gamble.
Jeff Deutsch took over the role of President in 1974 and moved the company into four color printing while
broadening the sales base. His brother, Thom, followed in that role in 1985 providing structure to what was
becoming more than a small business. The business now covered seven buildings pumping out print that
touched a large percent of the regional population and reaches out nationally as well.
In keeping with the family tradition, the fourth generation Josh and Ryan Deutsch joined the company in
the late 1990s. They brought Internet and multimedia services to the company.
In the year 2000, the employees and family at Sidney Printing decided it was time to change the name of the
company to reflect the evolving business model and development that was occurring around the world. The
Business was offering a broader range of services on different platforms and our name, Sidney Printing,
was limiting new customers to the scope of where the company was going.
SpringDot® ~ Energized Communication was born. The 'S' and 'D' standing for 'Sidney Deutsch' and the 'Dot'
representing a dot of print to the dot for the Internet.
In late 2002, SpringDot® transitioned to its 4th generation of the Deutsch family. Jeff’s son, Josh Deutsch
moved to leadership in 2002 and has provided the leadership that has grown this family business more than
twice its sales in the last 10 years. Josh continues to lead the company including the Fulfillment Business
housed in a second location, which added over 50,000 square feet of production space and 25 jobs.
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Today, SpringDot® proudly operates as the 5th largest printing company in Cincinnati (THE largest family
owned printing company) business with the same commitment to quality and service that made Sidney
Deutsch such a successful entrepreneur:
'Never say no. Always have empathy for the customer. Feel their need, feel their passion. Deliver a great
product every time. Be fair, and always be honest.'

MISSION STATEMENT:

“At SpringDot®, we pledge to make a positive impact on the lives of our
customers and employees by continuously exploring new ways to add
value and exceed expectations in
quality, loyalty, safety, and service.”
Are you ADDING VALUE?
If we all perform QUALITY work in a LOYAL, SAFE, and SERVICE- oriented manner, we will add
value to our customers, to each other, and to SpringDot™.


QUALITY
Excellence of produced product, doing it right the first time - no re-work. Not allowing “bad”
work to leave your department.



LOYALTY
Dedication to the needs of our customers, co-workers, and SpringDot™™’s Mission



SAFETY
Ensuring that no employee undergoes injury, hurt, or loss while on the job at SpringDot™™



SERVICE
Going above and beyond in satisfying our customers and co-workers
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HANDBOOK PURPOSE
This Employee Handbook is presented as a matter of information and has been prepared to
inform you about the Company’s philosophy, employment practices, policies, the benefits
provided to you as a valued employee, as well as the conduct expected from you. While this
handbook is not intended to be a book of rules and regulations, it does include some important
guidelines about which you should know. Except for the at-will employment provisions, the
Handbook can be amended at any time.
This Employee Handbook will not answer every question you may have, nor would we
want to restrict the normal question and answer interchange among us. It is in our person-toperson conversations that we can better know each other, express our views, and work together in
a harmonious relationship.
We hope this guide will help you feel comfortable with us. We depend on you – your
success is our success. Please don’t hesitate to ask questions. Your manager will gladly answer
them. We believe you will enjoy your work and your fellow employees here. We also believe you
will find the Company a good place to work.
No one other than authorized management may alter or modify any of the policies in this
Employee Handbook. No statement or promise by a supervisor, manager, or department head is to
be interpreted as a change in policy, nor will it constitute an agreement with an employee.
Should any provision in this Employee Handbook be found to be unenforceable and
invalid, such finding does not invalidate the entire Employee Handbook, but only the subject
provision.
We ask that you read this guide carefully, become familiar with the Company and our
policies, and refer to it whenever questions arise.
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EMPLOYMENT
Equal Employment Opportunities
It is the established policy of SpringDot®, Inc. (the “Company”), to provide equal
employment opportunities to all qualified persons and to administer all aspects and conditions of
employment without regard to race, religion, color, sex (which encompasses pregnancy and any
illness arising out of and occurring during the course of pregnancy, childbirth, or a related medical
condition), AIDS or HIV status, sexual orientation, gender identity, arrest records, or family status,
gender, pregnancy, age, national origin, ancestry, physical or mental disability, medical condition,
military or veteran status, genetic information, marital status, ethnicity, alienage or any other
protected classification, in accordance with applicable federal, state, and local laws. The Company
takes allegations of discrimination, harassment and retaliation very seriously and will promptly
conduct an investigation when warranted.
Equal employment opportunity includes, but is not limited to, employment, training,
promotion, demotion, transfer, leaves of absence, and termination.
The hiring of all employees must be approved by the President or Executive Vice President of SpringDot®

BACKGROUND CHECKS
Prior to making an offer of employment, the Company may conduct a job-related
background check. A comprehensive background check may consist of prior employment
verification, professional reference checks, education confirmation, and / or criminal record and
credit checks. Third-party services may be hired to perform these checks.
AT-WILL NOTICE
The contents of the Employee Handbook are presented as a matter of information. While
this Handbook is not intended to be a book of rules and regulations it does include some important
guidelines, which you should know. Except for the at-will employment provisions, the Handbook
can be amended at any time. The Handbook, the plans, policies, and procedures described herein
and the language used herein, are not intended to create, or is it to be construed to constitute, a
contract between the Company and any or all of its employees. Likewise, neither is this Employee
Handbook, the plans, policies and procedures described herein, nor the language used herein,
intended to be or is, a guarantee or promise of employment or continuing employment.
You are not hired for any definite or specified period of time even though your wages are
paid regularly. You are an at-will employee of the Company and your employment can be
terminated at any time, with or without cause and with or without prior notice. Company policy
requires all employees to be hired at-will and this policy cannot be changed except by a written
document signed by you and an Officer of the Company. There have been no implied or verbal
agreements or promises to you that you will be discharged only under certain circumstances or
after certain procedures are followed. There is no implied employment contract created by this
Handbook or any other Company document or written or verbal statement or policy.
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ANNIVERSARY DATE
The employee’s date of hire is his or her official employment anniversary date.
IMMIGRATION LAW COMPLIANCE
All individuals hired by the Company will be required to establish and certify their identity
and right to work in the United States. Each individual employed by the Company will be required
to produce, within three (3) days, proof of his/her identity and eligibility to work in the United
States. Each individual hired by the Company will be required to certify on the appropriate Form I9 his / her identity and right to work in the United States.

Employee Classification
The Company has established the following Employee Classifications for compensation
and benefit purposes only. Management will inform you of your classification, status, and
responsibilities at the time of hire, rehire, promotion, or at any time a change in status occurs.
These classifications do not alter your at-will employment status.
 Full-Time Employees
An employee who is scheduled to work no less than 100% of the scheduled work hours in a work
week on a fixed work schedule (not less than 30 hours). The employee may be exempt or nonexempt and is eligible for all employment benefits offered by the Company.
 Part-Time Employees
An employee who is scheduled to work less than 30 hours in a workweek. They are ineligible for
any Company benefits.


Exempt (salaried) Employees

Employees whose positions meet specific tests established by the Fair Labor Standards Act (FLSA)
and applicable state law and who are exempt from overtime pay requirements. The basic premise of
exempt status is that the exempt employee is to work the hours required to meet his/her work
responsibilities All personnel employed in a supervisory, management, sales or clerical office positions
will be classified as a salaried employee. Salaried employees are not required to punch a time card, but
are expected to maintain a normal working schedule. This starting and finishing time of all salaried
employees will be arranged with those individual employees to suit the requirements of their position.


Non-Exempt (hourly) Employees
Employees whose positions do not meet FLSA and state exemption tests and who are paid a
multiple of their regular rate of pay for overtime hours worked. All production personnel and some
office production staff personnel will be paid an hourly wage for every hour that they are present and
employed in our plants. To accurately account for all hours of employment, hourly wage personnel are
required to swipe a time card or enter in on a computer pad. NOTE: If your time card fails to work you
may use your social security number. This time must be entered, and the time recorded each time an
hourly wage employee enters and leaves the immediate premises. Each person is responsible for
recording his or her own time. No person may log another person’s time for any reason whatsoever.
Hourly wage employees will be paid for overtime hours recorded and worked over and above their
regularly scheduled hours of employment that have been approved by their supervisor. Production
employees must abide by the hours and shift established for his or her production department.
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 Outside Agency Personnel
Employees of Employment Agencies are employees of that agency and not employees of the
Company.

PERSONNEL RECORDS
The Company will maintain various employment files while you remain an employee of
the Company. Examples of these files are: Your personnel file, your attendance file, your I-9 file
and files for medical purposes. If you should have any changes with respect to personal
information, such as a change in your home address and telephone number or a change of name,
you are required to notify your supervisor so the appropriate changes can be made in your files.
Your files have restricted access. You and management, or its designated agents, may have
access. In the event that you wish to review your personnel file, you must do so in the presence of
management or designee. You may review your personnel file by making a written request to
management. The written request will become a permanent part of your file.
EMPLOYEE REFERENCES
The company makes strict provision regarding information provided to people outside the
Company for current and former employees. This information is restricted to the employment
dates and positions held in the Company for that person. This is done to protect the Company and
its employees. This information will only be released by authorized management.
TRANSFERS
Management reserves its right to place you where, and in whatever jobs it deems necessary.
All job transfers, job changes, reassignments, promotions or lateral transfers are at the discretion of
the Company.
SENIORITY
Seniority is your length of continuous service commencing on the date of hire at the
Company. Should you leave the Company’s employ and subsequently be rehired, seniority will
begin as a new employee on the date of rehire. Seniority does not accrue during leaves of absence
without pay or leaves of absence that exceed thirty (30) calendar days, except for paid vacations.

COMPENSATION
PAY PERIODS
Our entire payroll is supported by an outside vendor and they pay on Fridays. Checks and direct
deposits come on the following Friday of the week worked. Examples:
PAY ADJUSTMENTS
All pay increases are based upon merit and market factors. There may not be an automatic annual
cost of living or salary adjustment to reflect current economic conditions.
Your pay also may be adjusted downward. Salary decreases may take place when there is: job restructuring,
job duty changes, job transfers, or adverse business economic conditions.
Overtime Pay Policy
Overtime is an integral part of our production scheduling, and in some cases must be worked to meet our
customer’s requirements. Any employee that works overtime must have prior authorization by a
supervisor.
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Overtime is based on hours, not on days.
The week starts Monday and ends Sunday. There is one exception to this on Sunday. The week starts
Sunday and ends Saturday.
1. Non exempt employees will be paid overtime at the rate of time and one half for hours worked over
40 hours.
2. If working on a Saturday but having not met the 40 hour mark hourly employees are paid regular
pay till they reach 40 hours.
3. Once an employee achieves 40 hours of work in a week and they are working on a Sunday, which
is normally paid as double time, they would be paid double time for the hours over 40 hours worked
in that week on that Sunday.
4. At times we request that employees work on SpringDot recognized Holidays. Pay is paid at double
time on these Holidays regardless of the hours worked in that week.
Vacation hours are not considered worked hours. Regular full time employees that work on
holidays will be paid double time for hours worked PLUS the holiday pay. Vacation will NOT be
considered hours worked for overtime calculation purposes.
In the event of an illness or unavoidable absence an employee may use the unscheduled vacation
hours to complete a 40 hour pay period, however the vacation time cannot be used to justify overtime pay
for additional hours worked in that pay period.
Holiday hours
ARE to be considered hours worked for purposes of determining overtime pay. Holiday Pay is paid
at regular rate without shift differential.
Full time employees that work on holidays will be paid holiday pay plus double time for the hours
actually worked.
Exception to the Holiday: Thanksgiving Day (Thursday) is the holiday. SpringDot is closed the
Friday after as well, although holiday pay is received by the employees, if this day is worked you will not
received triple time. You will be paid the holiday pay and what hours are worked will be paid where they
fall either into regular time or OT at time and half.
Note: In some instances SpringDot® and the employee may make arrangements outside of these policies.
Payroll Direct Deposit
The Company strongly encourages you to use Direct Deposit to your checking account. If you do not have a
checking account the Company may be able to direct you to a bank that grants free checking – and the bank
may even PAY you a bonus to join! Direct Deposit allows you faster access to your money via an ATM on
Friday MORNING. It happens automatically every week. You still receive a non-check reflecting your
hours and pay for the week.
Savings are always a great idea. By putting just a small amount into a savings account each week you can
build up an amount that would provide you with a safety net – for when the car needs new tires, deposit on
a new apartment, etc. The Company can direct deposit to your checking AND savings account.
Payroll Deductions
Our Company is required by law to make certain deductions from your paycheck. These are the Federal
Social Security Tax (old age benefit) and Income Tax (withholding). The amount of these deductions is
summarized (Form W-2) and sent to you at the end of each year and upon termination of employment for
filing with your income tax return.
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Other deductions that the Company will make at your request are:
 Your Savings Account (optional)
 United Appeal (optional)
 Dental/Vision Program (optional)
 Any judicial orders to garnish wages as
well as child support orders.
 Contributory Profit Sharing (voluntary)
 Ohio College Tuition Savings Program
401K
 Optional Long Term Disability coverage
 Flex Plan (optional)
 Health
insurance
contribution
–
 City of Hope (optional)
employee’s portion only
When you receive your paycheck, you will find certain deductions have been made. The Federal Income
Tax Law requires that your employer withhold the income tax on wages and salaries earned. The amount of
your tax withheld from your paycheck in accordance with the withholding tax table established by the
United States Government. Under provisions of the Federal Insurance Contribution Act (FICA) (Social
Security), you and your company contribute to provide for your retirement or disability and for your
dependents in the event of your death. Your share of this contribution is also handled through payroll
deductions. Attached to each paycheck is a stub detailing the deductions which the Federal Government
requires the company to make, and any deductions which you have authorized, such as savings. Federal
deductions are the withholding tax required by the pay-as-you-go Federal Income Tax Law and your share
of the payments toward your Federal Old Age benefits. These deductions are sent to the government for
you and you receive a year-end report showing your total earnings and the totals of these deductions. These
stubs should be saved for all future check-ups including the end of the year totals for income tax purposes.
Payroll Errors
If an error should appear in your paycheck, you must report it to the office immediately for clarification.
You are urged to carefully check your pay as soon as it is received. If there are any questions, consult the
office at Colerain Address 513.542.4000. While every precaution is taken to see that your paycheck is
correct to the penny, an occasional error is made. If you feel an error has been made in your pay, report it.
The company is anxious to correct any errors as quickly as possible. An investigation will be made, a
report made to you and a prompt adjustment or correction will follow, if appropriate. Our promise to you is
to ensure you are properly paid .
Garnishments
By law the company is required to honor legal garnishments of employees’ wages or salaries. Repeated
garnishments may be considered cause for suspension and/or dismissal. The Office will give an employee
written notification of a garnishment received.
Pay for time not worked
Appointments
Dental, medical, and/or other appointments should be arranged outside of normal working hours. If this is not
possible, excused time off without pay may be arranged by your supervisor. Opportunities to make up lost time
will be offered if there is work, at straight time rates.
Inclement Weather
Employees unable to work because of inclement weather, power failure, or other unforeseen problems, will not
be paid. Opportunities to make up the lost time will be offered if there is work, at straight time rates. For
information on working hours or delays, closings, etc. please visit SpringDot’s page on Facebook for current
updated information.

WORK ASSIGNMENTS
In addition to specific duties that may accompany an individual’s job responsibilities, each job also
includes "and other assigned duties." From time to time, you may be required to perform duties or tasks of a
fellow employee who is absent or for a position that is temporarily vacant. You will be compensated at your
regular rate of pay while performing other assigned duties on a temporary basis.
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Performance Reviews
Your understanding of what is expected of you is important to the Company and you. SpringDot®
reviews each employee yearly, and more often if necessary. Your performance will be evaluated and compared
to how you are meeting the requirements of your job description, how well you are working to reduce your
rework numbers and your personal support of the SpringDot™ Quality System will be discussed. It is the goal
of the company to have you qualified to know everything there is to know about your job and professionally act
in this way. Think of it this way, if you did know everything about your job you would then be capable of
managing yourself daily – enjoying this responsibility and thus enabling the company to move forward since it
would not need to expend resources to manager & review each of your actions. This is not achieved overnight.
Knowledge of a job may take years. But as each person achieves a higher knowledge and proper decision
management they come closer to this goal. Adults work at SpringDot™. They are professional and excel. We
welcome you in this light.
Preventing Errors
Orders shipped that do not meet quality standards hurt our reputation and cost money. No matter what
your job is, if you see an error or even think there may be a problem with a job, it is your responsibility to STOP
the job and bring your quality concern to a manager as soon as possible. You are also expected to fill out as
much of a Nonconformance report as possible. The Vice President of Operations would rather have three reports
on the same problem than none. If you see a problem you must fill out a nonconformance and turn it into your
supervisor. “I thought someone else would do it” is not an excuse. One of our main responsibilities is to support
the quality system by following work instructions, reporting errors, and trying to prevent rework.

WORKPLACE VIOLENCE AND SECURITY
It is the intent of the Company to provide a safe workplace for employees and to provide a
comfortable and secure atmosphere for customers and others with whom we do business. The
Company has zero tolerance for violent acts or threats of violence.
The Company expects all employees to conduct themselves in a non-threatening, non-abusive
manner at all times. No direct, conditional or veiled threat of harm to any employee or Company
property will be considered acceptable behavior. Acts of violence or intimidation of others will not be
tolerated. Any employee who commits, or threatens to commit, a violent act against any person while
on Company premises, will be subject to immediate discharge.
Employees within the Company share the responsibility in identification and alleviation of
threatening or violent behaviors. Any employee who is subjected to or threatened with violence, or
who is aware of another individual who has been subjected to or threatened with violence, should
immediately report this information to their supervisor or a member of management. Any threat
reported will be carefully investigated and employee confidentiality will be maintained to the fullest
extent possible.
REASONABLE ACCOMMODATIONS
It is the policy of the Company to comply with all the relevant and applicable provisions of the
federal Americans with Disabilities Act (ADA), as well as state and local laws concerning the
employment of persons with disabilities. The Company will not discriminate against any qualified
employee or job applicant because of a person’s physical or mental disability with respect to any terms,
privileges, or conditions of employment, including but not limited to hiring, advancement, discharge,
compensation, and training.
Employees who become disabled should notify administration if the conditions of the disability
impair their ability to perform the essential functions of their position. Where necessary and feasible,
reasonable accommodations will be made for qualified disabled employees to perform the essential
functions of the job in question, as long as the accommodation does not cause the Company undue
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hardship.
All employees are required to comply with safety standards. Applicants who pose a direct threat
to the health or safety of other individuals in the workplace, which threat cannot be eliminated by
reasonable accommodation, will not be hired. Current employees who pose a direct threat to the health
of safety of the other individuals in the workplace will be placed on appropriate leave until a
Management decision has been made in regard to the employee’s immediate employment situation.
Key People:
Josh Deutsch: President
Dave Gronostaj: Chief Financial Officer
Rick Autzen: Chief Operating Officer - Rick is in charge of all production for the printing plant
Thom Deutsch: HR needs, he is the go to guy for any Safety issue including OSHA, Worker Comp issue,
Profit Sharing issue, and can assist with payroll or Shop Floor corrections or questions.
Kelly Bandelier.: Kelly handles all payroll matters and is our Accounts Payable Clerk.
If you have questions involving your pay then Kelly will be the one to address it properly. Speak to
Management and we will get your issue to Kelly. She also serves us well at our reception desk.
addresses payroll and overtime, vacation pay and plays a key role in our accounting system.

Operations Managers:
Shawn Brown:
Tim King:
Paul Bass
Don Pope:
Bill Fultz:

Prep floor manager
Press operations manager
Bindery manager
Bindery operations supervisor
Traffic manager - shipping/receiving
CONDUCT AND BEHAVIOR

General Guidelines
Orderly and efficient operation of the Company requires that employees maintain proper
standards of conduct and observe certain procedures. Serious, business-like conduct on the part of everyone
working at SpringDot® is most important. Our responsibility to our customers’ demands that every one of you
be conscientious in performing your work and courteous to others.

These guidelines are provided for informational purposes only and are not intended to be all-inclusive.
Nothing herein is intended or shall be construed to change or replace, in any manner, the "at-will"
employment relationship between the Company and you. Any act of misconduct may lead to
disciplinary action ranging from reprimand up to and including discharge. The Company views the
following as inappropriate behavior:
1. Theft of property from company or other employee.
2. Drinking alcoholic beverages on company premises and/or possession of illegal drugs and controlled
substances.
3. Any act of violence or threat of violence including assault on a supervisor or other employee.
4. Punching another employee’s time card or having one’s own time card punched by another.
5. Reporting to work under the influence of alcohol or illegal drugs.
6. Falsifying company records.
7. Less than accurate reporting your time and material usage into the Hagen Shop Floor system
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8.
9.
10.
11.

Possession of weapons or firearms on company premises.
Misusing or damaging company property or the property of another employee.
Repeated failure to punch own time card.
Leaving work before your scheduled shift is completed; leaving one’s department without permission;
loitering around the plant away from your work place; or leaving the building while clocked in without
knowledge or consent of supervisor.
12. Unauthorized operation of tools, machinery, or equipment.
13. Disregard of safety rules/practices.
14. Disorderly or immoral conduct on company premises.
15. Flagrant violation of safety rules or such carelessness regarding safety so that it causes an accident to
yourself or another employee.
16. Failure to wear specified safety equipment or follow recognized safe work practices.
17. Failure to immediately report injury or accident to supervisor.
18. Stopping work before shift ends without management approval.
19. Unauthorized absence, tardiness.
20. Failure to notify your supervisor, or next in charge, of absence before the start of your shift.
21. Creating scrap or poor quality material due to carelessness, excessive spoilage.
22. Stretching breaks or otherwise wasting time.
23. Insubordination by refusing a supervisor’s or management direction; refusal or unwillingness to

accept a job assignment or to perform job requirements.
24.
25.
26.
27.
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.
43.
44.
45.
46.

Creating or contributing to unsanitary conditions by poor housekeeping.
Failure to follow no smoking rules.
Sleeping in the plant during working hours.
Deliberately restricting output, substandard job performance.
Threatening, harassing or intimidating other employees or supervisors.
Failure to maintain production standards.
Failure to observe traffic and parking rules on company property.
Use of any other employee’s tools without permission.
Distributing printed matter on company premises without permission.
Fighting or attempting to provoke a fight on company premises.
Failure to follow specified work instructions.
Inability or unwillingness to work harmoniously with other employees.
Removal of company records or release of confidential information.
Posting without permission, defacing, or removing signs or notices on the bulletin boards or other similar
communication locations.
Use of profane or abusive language to any employee.
Unauthorized use of cameras in the building.
Conviction of a criminal offense, especially if such offense relates in any way to employment or to the
duties or your position.
Making unauthorized long distance calls.
Dishonesty.
Failure to perform assigned duties as they relate to supporting the Quality System.
Misuse of Internet privileges or Email.
Gambling on Company premises.
Soliciting, collecting money, vending, and posting or distributing bills or pamphlets on Company
property. These activities are closely controlled in order to prevent disruption of Company services and
to avoid unauthorized implication of Company sponsorship or approval. However, this general rule is
not intended to hinder or in any way curtail the rights of free speech or free expression of ideas.
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Therefore, such activity by employees during non-working time, including meal and rest periods, is not
restricted so long as such activity does not interfere with the orderly and regular conduct of the Company
business, is lawful, in good taste, conducted in an orderly manner, and does not create safety hazards or
violate general good housekeeping practices. Any person who is not an employee of the Company is
prohibited from any and all forms of solicitation, collecting money, vending, and posting or distributing
bills or pamphlets on Company property at all times.
47. Falsification of one's employment application, medical or employment history.
48. Unlawful or un-business-like conduct, on or off Company premises, which adversely affects the
Company services, property, reputation or goodwill in the community, or interferes with work.

Anti- Harassment
It is the policy of SpringDot® to provide a work place free of harassment, intimidation and
discrimination of our employees. All employees are responsible for implementing and monitoring
compliance with this policy.
Abuse of the dignity of anyone through ethnic, racist or sexist slurs or through other derogatory or
objectionable conduct is offensive employee behavior. If you harass another employee of the Company or
applicant to the Company because of race, religion, creed, color, national origin, ancestry, physical or mental
disability, medical condition, marital status, sex, age, or any other protected classification, in accordance with
applicable federal, state, and local laws, you will be subject to disciplinary action, including discharge. Likewise,
if you feel you have been the object of harassment or intimidation based upon the aforementioned, you are to
advise your supervisor, follow the normal open-door policy or, in the event of sexual harassment, institute the
procedure indicated below.
Harassment may, in certain circumstances, include conduct of a client. Some examples of what may be
considered harassment, depending on the facts and circumstances, are the following:
Sexual harassment is a form of sex discrimination, which includes gender-based harassment of a person of the
same sex as the harasser. It is the express policy of the Company that sexual harassment of employees or an
applicant, by you or agents of the Company, is unacceptable and will not be tolerated. Unwelcome or unwanted
sexual advances, requests for favors or other visual, verbal or physical conduct will be deemed sexual
harassment when:
(1) Submission to such conduct is explicitly or implicitly a condition of employment;
(2) Submission to or rejection of such conduct is used as the basis of employment decisions; and
(3) Such behavior has the purpose or effect of unreasonably interfering with an individual's work
performance or creating an intimidating, hostile or offensive work environment.
Verbal harassment, e.g., derogatory or vulgar comments or jokes regarding race, sex, religion, ethnic heritage, or
physical appearance; threats of physical harm; or distribution of written or graphic material having such effects.
Physical harassment, e.g., hitting, pushing, touching, or other physical contact, or threats to take such action.
Workplace bullying refers to repeated, unreasonable actions of individuals (or a group) directed towards an
employee (or a group of employees), which are intended to intimidate, degrade, humiliate, or undermine; or
which create a risk to the health or safety of the employee(s). Some examples of workplace bullying include
repeated acts such as:







Unwarranted or invalid criticism
Blame without factual justification
Being treated differently than the rest of your work group
Being the target of cussing or disrespectful language
Exclusion or social isolation
Being the target of shouting or other behavior intended to humiliate the employee
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Excessive “prank” jokes or teasing of an employee

The company considers workplace bullying unacceptable, and will not tolerate it under any
circumstances. The company believes all employees should be able to work in an environment free of bullying.
Managers and supervisors assume the responsibility to ensure employees are not bullied. Whether a
particular action or incident is a purely personal, social relationship without a discriminatory employment effect
requires a factual determination.
The Company further recognizes that allegations of this type of discrimination may have serious effects
on innocent women and men. Therefore, the Company has devised two procedures to process a harassment
complaint. First, the normal complaint procedure as set forth herein may be utilized. Second, if the employee
desires confidentiality, the following procedure may be requested:
(1) Any employee who believes he or she has been the subject of harassment should report the alleged act(s)
promptly (within two (2) working days) to your supervisor, the Controller or designee, giving details as
related to the complaint.
(2) Your supervisor, the Controller or designee, upon receipt of the complaint, shall take immediate and
appropriate steps to investigate the complaint. Confidentiality is mandatory to the maximum extent
possible.
(3) Following the investigation of the complaint, Your supervisor, the Controller or designee shall weigh the
facts and determine the validity of the charge. If the complaint is determined to be valid, the offender(s)
shall face immediate and appropriate disciplinary action based upon the severity of the charge. This may
include written warning and / or suspension, and / or discharge. If the offender is a supervisor he / she
may be demoted. If the complaint is found invalid, the complaining party may request Step 2 of the
normal complaint procedure.
There shall be no retaliation for making or pursuing a complaint. To the extent possible, all complaint and
related information will remain confidential. If you have any questions regarding this policy, please feel free to
contact Thom Deutsch via his cell phone, 513-703-4837 or see him in his office.

COMPLAINT PROCEDURE
The Company subscribes to the open door policy. You may bring a particular complaint to your
supervisor for resolution. When matters cannot be handled on an informal basis, the Company has established a
formal procedure for a fair review of any work related controversy, dispute or misunderstanding. A complaint
may be brought by one or more employees concerning any work-related problem where the complaint has not
been satisfactorily resolved in an informal manner.
Step 1 - The complaint must be submitted in writing to your supervisor, the Controller or designee
within three (3) working days of the incident. A written request for a meeting must be submitted simultaneously.
Generally, a meeting will be held within three (3) working days of the employee's request depending upon
scheduling availability. Witnesses will be allowed as necessary. If the problem is not resolved during this
meeting your supervisor, the Controller or designee will give the employee a written resolution within three (3)
working days. If the employee is not satisfied, the employee may proceed to Step 2.
Step 2 - If the employee is not satisfied after Step 1, the employee may submit a written request for
review of the complaint and Step 2 solution to the President or his/her designee. Such a request must be made
within three (3) working days following the receipt of the Step 1 resolution. The President or appointed
representative will review the complaint and proposed solution and may call a further meeting to explore the
problem. This meeting is to be attended by the employee concerned, the employee's immediate supervisor, and
any other employee of the Company whom the aggrieved employee chooses. The President or appointed
representative will render the final decision within ten (10) working days after receiving the Step 2 request,
assuming scheduling availability. The decision will be given to the employee in writing and will become part of
the employee's personnel file.
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Corrective Action
A high level of job performance is expected of you. In the event that your job performance does not meet
the standards established for your position, you should seek assistance from your supervisor to attain an
acceptable level of performance. If you fail to respond to or fail to make positive efforts toward improvement,
corrective action may ensue, including termination of employment.
It is the policy of the Company to regard discipline as an instrument for developing total job
performance rather than as punishment. Corrective action is one tool the Company may select to enhance job
performance. The Company is not required to take any disciplinary action before making an adverse employment
decision, including discharge. Corrective action may be in the form of a written or oral reprimand, notice(s) of
inadequate job performance, suspension, discharge or in any combination of the above, if the Company so elects.
The Company reserves its prerogative to discipline, and the manner and form of discipline, at its sole discretion.
The level of discipline used, including dismissal, will be determined by the severity of the violation, at
management’s discretion.
Management reserves the right to grant a lesser penalty or clemency for any particular case or violation; and such
prerogatives do not imply a cancellation of a rule but is to be interpreted as recognition of an unusual or
particular circumstance.
If you violate established Company procedures, guidelines, or exhibit behavior that violates commonly
accepted standards of honesty and integrity or creates an appearance of impropriety, the Company may elect to
administer disciplinary action.

BENEFITS
Holidays and Holiday Pay
Full time employees shall be paid for the following holidays after completion of 30 days of employment.
Part-time employees normally scheduled to work less than 30 hours per week are not eligible for holiday
pay benefits.
 January 1st (New Year’s Day)
 Memorial Day (official designated by government definition)
 Independence Day (official designated by government definition)
 Labor Day
 Thanksgiving Day
 Friday after Thanksgiving
 Christmas Eve
 Christmas Day
If a holiday falls on a Saturday or on a Sunday, the holiday will be taken on either the preceding Friday
or the following Monday, depending on the production needs of the Company. The Company may, at its
discretion, move a holiday to another date rather than the official date. This is done for the purpose of better
weekend planning, for production scheduling, or customer needs.
Employees on layoff, long-term disability, or unpaid leave of absence are not eligible for holiday pay. An
employee, who is on paid leave of absence, including leave due to an occupational injury, will be eligible for
holiday pay for a designated holiday observed during the leave of absence.
To receive payment for the holiday you must work the day before and the day after the holiday. If you
are taking vacation time next to the holiday it must be scheduled at least one (1) week before, and approved
by your supervisor.
Due to customer demands and/or production requirements it may be necessary to work on a Holiday.
Holiday hours worked ARE to be considered hours worked for purposes of determining overtime pay
and shift differentials will be paid if worked. See Compensation Section for details on how Holiday pay is
applied.
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Vacation Policy
1. Vacation is a very important benefit provided by the company. Vacation provides time away from work
without loss of pay. This time away from work, the company believes, provides an opportunity to relax
which benefits you, your family and our business.
2. All full time employees are eligible for vacation based on the following schedule:
a. 1st year of employment the employee receives 1 day of vacation for every 10 weeks that the
employee works in that first calendar year. (example: employee starts July 10 th, so there are 25
weeks that would be worked in the first year and the employee would receive 2 days of vacation
in that first year)
b. When an employee reaches their one (1) year anniversary date they receive 2 weeks of
vacation in that calendar year. An employee can take vacation in that calendar year before their
anniversary date and be paid for it, but if they terminate from the company prior to their
anniversary date the amount of vacation that was paid would be deducted from their final pay
check, because they had not earned the vacation yet.
c. When an employee reaches their five year anniversary date they receive 3 weeks of vacation in
that calendar year. An employee can take all of their vacation in that calendar year before their
anniversary date and be paid for it, but if they terminate from the company prior to their
anniversary date, the “additional” amount of vacation that was paid would be deducted from
their final pay check because they had not earned the additional one week of vacation yet.
d. When an employee reaches their twenty year anniversary date they receive 4 weeks of
vacation in that calendar year. An employee can take all of their vacation in that calendar year
before their anniversary date and be paid for it, but if they terminate from the company prior to
their anniversary date, the “additional” amount of vacation that was paid would be deducted
from their final pay check because they had not earned the additional one week of vacation yet.
3. A day of vacation is understood to be 8 hours and a week of vacation is understood to be 40 hours.
4. Vacation is paid based on the employee’s regular rate of pay and will not include 2nd or 3rd shift
differential.
5. All vacation is to be taken in the calendar year. If you do not take your vacation within the calendar year
you will lose any days that were not taken. Vacation does not carry over from year to year. No unused
vacation time will be paid in lieu of wages.
6. An officer of the company can approve an exception to this if for some unusual reason an employee was
required to work at the end of the year when they had planned their vacation and could not take all of
their vacation by the end of the calendar year.
7. Vacation must be scheduled and approved by your manager at least one week in advance so that normal
operations within the company are not disrupted. USE VACATION REQUEST FORMS AND
SUBMIT THEM TO RICK AUTZEN FOR APPROVAL.
8. Vacation is scheduled on a first come first serve basis and then by seniority if two employees schedule
the vacation at the same time.
9. Vacation can be taken in either 4 hour (half day) or 8 hour (full day) increments.
10. Vacation time can only be used to make up hours for an employee that did not work 40 hours in a week
with the approval of your manager and the Accounting Department. The company does not pay for sick
time, so vacation time can be used to make up for this unpaid time off.
11. If an employee does not give a two week notice when they terminate they will forfeit any remaining
unpaid vacation time for that calendar year. The employee is required to work the final two weeks in
order to qualify for the vacation payout. If an employee is terminated for disciplinary action, then the
employee will not be paid for any unused vacation time.
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12. The payday prior to your vacation, you will receive your vacation pay, if sufficient notice has been given
to the Accounting Department. Otherwise, the vacation pay will be issued the following Friday or can
be mailed to your home. DUE TO PAYROLL PROCESSING TIME LAG, A SEPARATE VACATION
PAYCHECK TO COMPENSATE FOR MISSED WORK IS NOT AN OPTION. IF YOU MISS A
DAY OF WORK DUE TO ILLNESS, ETC. AND YOU WANT TO TAKE A DAY OF VACATION
FOR THAT TIME YOU MUST ADVISE PAYROLL BY 10:00 AM ON MONDAY OF THE
FOLLOWING WEEK. IT IS YOUR RESPONSIBILITY TO INFORM PAYROLL IF YOU WISH TO
USE A VACATION DAY FOR AN ABSENCE.
13. Vacation is NOT to be considered as hours worked for overtime calculation purposes.
14. Any employee that terminates their service with the company will lose their seniority with the company.
The exception is if a person is laid off and is called back to work, they will maintain their original
seniority and vacation status at time they were laid off.
Note: Employees that fail to schedule vacation time are risking the loss of vacation time.
June 26,2020 SpringDot vacation policy update during the Covid-19 pandemic
SpringDot supports and encourages everyone to take their vacation. We all need that break from our
work. During this time we must do all we can to protect all of us working here.
We now require everyone to report in advance the dates of your upcoming vacation time and where
you will be spending this time.
Any travel outside of our local area, participating in events with large groups and especially travel to
HOT SPOT areas such as Florida, Texas, North and South Carolina, California, Arizona and Georgia will
require you being tested after 4 days of your return. Proof of your testing will need to be presented at
this time. If you are clear on the test, then welcome back.
Otherwise you will have to quarantine for 2 weeks without pay. You will need to communicate with us
during that period.
Please keep in mind that this policy is to protect all of us during this especially dangerous
time.
This policy may be revised at such time as circumstances require.

FAMILY MEDICAL LEAVE
The federal Family & Medical Leave Act of 1993 (FMLA) as amended in 2008 requires employers with
50 or more employees to provide eligible employees with unpaid leave. The following provides a general
overview of two types of leave available, including the basic 12-week leave entitlement (Basic FMLA Leave), as
well as the military family leave entitlements (Military Family Leave) described in this policy. (Note: Employees
with any further questions about their eligibility for FMLA leave should contact [Office Manager / HR
Representative / President] for more information.)
Employees are eligible for FMLA leave if they:
1. Have worked for the company for at least twelve (12) months in the last seven (7) years;
2. Have worked at least 1,250 hours for the company during the twelve (12) calendar months
immediately preceding the request for leave; and
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3. Are employed at a work site that has 50 or more employees within a 75-mile radius.
Basic FMLA Leave. Employees who meet the eligibility requirements described above are eligible to
take up to twelve (12) weeks of unpaid leave during any twelve (12)-month period for one of the
following reasons:
1. To care for the employee’s son or daughter during the first 12 months following birth;
2. To care for a child during the first twelve (12) months following placement with the employee for
adoption or foster care;
3. To care for a spouse, son, daughter, or parent (“covered relation”) with a serious health condition;
4. For incapacity due to the employee’s pregnancy, prenatal medical or child birth; or
5. Because of the employee’s own serious health condition that renders the employee unable to perform
an essential function of his or her position.
Military Family Leave. There are two (2) types of Military Family Leave available:
Qualifying exigency leave. Employees meeting the eligibility requirements described above may be
entitled to use up to twelve (12) weeks of their Basic FMLA Leave entitlement to address certain qualifying
exigencies. Leave may be used if the employee’s spouse, son, or daughter, is on active duty or called to active
duty status in the National Guard or Reserves in support of a contingency operation. Qualifying exigencies may
include:
o Short-notice deployment (up to seven (7) days of leave)
o Attending certain military events
o Arranging for alternative childcare
o Addressing certain financial and legal arrangements
o Periods of rest and recuperation for the service member (up to five (5) days of leave)
o Attending certain counseling sessions
o Attending post-deployment activities (available for up to ninety (90) days after the
termination of the covered service member’s active duty status)
o Other activities arising out of the service member’s active duty or call to active duty and
agreed upon by the company and the employee
Leave to care for a covered service member. There is also a special leave entitlement that permits employees
who meet the eligibility requirements for FMLA leave to take up to 26 weeks of leave to care for a covered
service member during a single twelve (12)-month period. A covered service member is a current member of the
Armed Forces, including a member of the National Guard or Reserves, who has been rendered medically unfit to
perform his or her duties due to a serious injury or illness incurred in the line of duty while on active duty that
may render the service member medically unfit to perform his or her duties for which the service member is
undergoing medical treatment, recuperation, or therapy; or is in outpatient status; or is on the temporary
disability retired list.
After the leave, the employee must be restored to the same or essentially-same position held before the
leave. Health care benefits will be maintained during the leave. The employee is responsible to pay their part of
the any health care benefit. If the employee wishes to continue any other voluntary coverage they must submit a
written request and would be responsible for those payments.

TEMPORARY DISABILITY LEAVE
The Company recognizes that a temporary disability (including pregnancy) may preclude your
attendance at work. In such cases, the Company does not have a predetermined specified period of time in which
this unpaid leave is granted. Rather, the Company will attempt to reasonably accommodate your needs as well as
the needs of the Company. If a leave is granted, any extensions will be subject to the same considerations.
Your request for a temporary disability leave must be in writing. That request should be accompanied by
a doctor's statement identifying the temporary disability, the date and the estimated date of return and, where
appropriate, diagnosis and prognosis. At any time during a temporary leave, Management may request that you
furnish a written statement(s) of your health. Prior to returning to employment with the Company, you will be
required to submit written medical certification of your ability to work, including any restrictions. Upon your
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return to work, if you qualify, you will be reinstated to your former position. or one that is substantially the same,
depending upon the availability of any position at that time.
The Company observes and complies with all federal and state medical leave regulations that pertain to
our employees. This includes the federal Family Medical Leave Act and any state FMLA provisions that might
apply.
Any unused accrued sick leave shall be used prior to the effective date of the temporary disability leave
except for pregnancy disability leave. You may request payment of any vested, but unused paid vacation time
prior to the effective date of the temporary disability leave.
Employees in certain jobs may be required to have their health care provider complete a fitness for duty
certification that shows that the employee is able to resume work before the employee can return to work from
FMLA. Employees will be notified at the time that their leave is designated as to whether they will be required
to provide a fitness for duty certificate before returning to work from FMLA.

HEALTH AND WELFARE INSURANCE
The Company provides benefits to each employee. The costs of some insurance benefits are paid
completely by the Company while the costs of other insurance benefits are shared by the Company and the
Employee. There are also optional insurance benefits available which are paid entirely by the employee.
Benefit coverage effective dates will begin on the first day of the month following sixty (60) days of
employment. The HR Director will review your options and any associated costs with you in a timely manner
prior to this date for you to request coverage.
Since coverage (by the insurance company) for health insurance, life insurance and short and long term
disability insurance, dental & vision coverage can change from year to year, full details and eligibility
requirements for these plans are available in the summary plan documents. The Company reserves the right to
modify or terminate medical plans and any other Company benefits at any time with or without notice. See our
HR Department for more details on when Benefits are available and what the Company offers.

SpringDot Health Insurance Portability and Accountability Compliance (HIPAA) Policy
HIPAA: THE HEALTH INSURANCE PORTABILITY AND ACCOUNTABILITY ACT OF 1996 (HIPAA) PRIVACY,
SECURITY AND BREACH NOTIFICATION RULES

The Company is not a covered entity as defined by HIPAA; however, we do maintain health care plans and
personnel files that are subject to HIPAA requirements. Thus, the Company has made a decision that HIPAA
privacy and security provisions will apply to protected health information (PHI) maintained by the company.
HIPAA regulations will be followed in administrative activities undertaken by assigned personnel when they
involve PHI in any of the following circumstances: health information privacy, health information security and
health information electronic transmission. The Company will consider any breaches in the privacy and
confidentiality of handling of PHI to be serious, and disciplinary action will be taken in accordance with our
code of conduct.
HIPAA regulations tend to change yearly. You will find a posted notice that describes how medical
information about you may be used and disclosed and how you can get access to this information.
If you feel as if your privacy rights have been violated, you may file a written complaint with:
Thomas Deutsch- personal
SpringDot, Inc.
2611 Colerain Ave
Cincinnati OH 45214-1711
You may also send a written or electronic complaint to the Secretary of the Department of Health and
Human Services. The complaint must state the name of the entity that is the subject of the complaint and
describe the act or omissions believed to be in violation of law. A complaint must be filed within 180 days of
when you knew or should have known that the act or omission complained of occurred. The Plan may not
retaliate against you if you file a complaint.
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CONTINUATION OF BENEFITS
Under the federal Consolidated Omnibus Budget Reconciliation Act (COBRA), employees may be
allowed to continue their health insurance benefits, at the employee's expense, for up to 18 months after
experiencing a qualifying event as outlined below. Longer periods of coverage may be available dependent upon
the qualifying event.
To qualify for COBRA continuation coverage, an employee must have a qualifying event that causes the
employee to lose group health coverage. The following are qualifying events for:
Employees
 Voluntary or involuntary termination of employment for reasons other than gross misconduct
 Reduction in numbers of hours worked
Spouses
 Loss of coverage by the employee because of one of the qualifying events listed above
 Covered employee becomes eligible for Medicare
 Divorce or legal separation of the covered employee
 Death of the covered employee
Dependent Children
 Loss of coverage because of any of the qualifying events listed for spouses
 Loss of status as a dependent child under the plan rules
Bereavement Leave
A three-day leave with pay is allowed for the death of a spouse, son, daughter, mother, father, sister, or
brother. A one-day leave with pay is allowed for an employee to attend the funeral of a grandmother,
grandfather, mother-in-law, father-in-law, brother-in-law, and sister-in-law. No leave will be granted if an
employee is on vacation at the time or is not working.
Jury Duty
A regular full- time employee who is absent because of jury duty will be paid for such absence for up to
one (1) week in an amount by which the regular pay for the regular workday exceeds the pay received from civil
authorities for such duty. The difference will be paid back to the Company by the Employee in a timely manner
with supporting documentation. As a condition for such payment, an employee who is excused from court duty
shall be required to immediately advise his or her supervisor who in turn will assign the employee work for the
remainder of the work period, as is reasonable under the circumstances. A failure to return for work promptly
upon release by the court shall cause a forfeiture of an employee’s benefits under this provision.
Voting Leave
The Company will provide all employees who are eligible voters with a reasonable amount of unpaid
time in which to vote in all elections. Exempt employees will be paid in accordance with the federal Fair Labor
Standards Act (FLSA) requirements.
Employees are required to provide advance notice to management of the need to take leave.
Military Leave
It is our policy to offer such re-employment rights as required by laws of the United States.
If you are on an extended military leave of absence, you are entitled to be restored to your previously held
position or similar position, if available, without loss of any rights, privileges or benefits provided you meet the
requirements specified in the Uniformed Services Employment and Reemployment Rights Act (USERRA).
An employee who is a member of the reserve corps of the armed forces of the United States or of the
National Guard or the Naval Militia will be granted temporary leave of absence without pay while engaged in
military duty as required by state employment law. A letter from your commanding officer is required to
establish the dates of duty.

Ohio Military Family Leave Act:
Ohio employers with 50 or more employees will be required to provide two (2) weeks of unpaid leave
for an employee who is the spouse, parent, or a person who has or had custody of a member of the uniformed
services when that member is deployed or injured. Under the Ohio Military Family Leave Act, the requirement
for such leave applies without regard to whether the employer has 50 employees within 75 miles of the worksite,
as distinguished from the coverage threshold under the Family and Medical Leave Act (FMLA). Under the Act,
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employees may take leave up to ten (10) days or 80 hours (whichever is less) once per calendar year. To do so,
the employee must satisfy the following conditions:

Length of Employment:
The employee must be employed by the employer for at least twelve (12) consecutive months and for at
least 1,250 hours in the 12 months immediately preceding commencement of the leave.

Family Relationship:
The employee must be the parent, spouse, or a person who has or had legal custody of a person who is a
member of the uniformed services when that member is called for active duty longer than 30 days or is injured
while serving on active duty.

Notice:
The employee must provide fourteen (14) days’ notice of intended leave for active duty deployment or
two days’ notice of intended leave for injuries. No notice is required for leave taken because of critical or lifethreatening injuries.

Time Frame:
Leave must be taken no more than two (2) weeks prior to or one (1) week after the date of deployment.

Exhaustion of Other Leave:
The employee must exhaust all available forms of leave, except sick leave or disability leave. The Act
also includes an anti-retaliation provision which prohibits employers from interfering with, restraining, or
denying an employee from taking leave under the law. Additionally, an employer may not discharge, fine,
suspend, expel, discipline, or discriminate against an employee with respect to any term or condition of
employment because of the employee’s actual or potential exercise, or support for another employee’s exercise,
of any right established under this chapter. Employers may, however, take an employment action that is
independent of the exercise of a right under the new law.

Bed Bug Policy
The Company takes seriously its commitment to all employees to provide a safe and healthy working
environment. In addition, the Company is committed to providing all of our customers with an environment that
meets the highest level of sanitation standards. Reports of beg bugs in our workplace could also harm our
reputation in the community. When bed bugs infest a workplace, it is often found that the source was an
employee who inadvertently brought bed bugs into the working environment. Therefore, the most proactive
approach that the Company can take is to educate employees on bed bugs. It is important that employees
recognize the signs of a home or work infestation so immediate steps can be taken to ensure the infestation is
quickly isolated and removed.
Here are a few reputable resources regarding Bed Bugs:
Center for Disease Control's FAQ: http://www.cdc.gov/parasites/bedbugs/faqs.html
Specific Circumstances
Below, we have attempted to answer your questions regarding bed bugs. However, should you have additional
questions, please do not hesitate to ask.
FAQ

What should I do if I believe my home may be infested with bed bugs?
If you have reason to believe that your home has been infested with bed bugs, the Company encourages you to
take all appropriate actions to prevent the spread of bed bugs into the workplace. You are not required to report
home infestations to the Company. However, if you elect to do so, the Company may be willing to assist you in
terms of providing financial and educational resources to help you remove the home infestation.

What should I do if I believe I’ve stayed in a hotel infested with bed bugs?
We encourage all employees to be vigilant when travelling, and particularly when staying in hotels or motels. If
you have recently stayed in a hotel that may have had an infestation, we recommend taking careful precautions

SpringDot® | HIPAA: The Health Insurance Portability and Accountability Act of 1996 (HIPAA)
Privacy, Security and Breach Notification Rules

23

to ensure the bugs to not travel home with you or into the workplace.If this is the case, we are happy to provide
you with education resources to assist you in protecting your home.
What should I do if I believe the workplace may be infested with bed bugs?
If you believe that the workplace may have bed bugs, please report it to the management team immediately so
the Company may take the necessary steps to rid the workplace of the insects. In any areas where bedbugs are
found, the Company will engage professionals to conduct appropriate remediation measures.

What should I do if bed bugs are found in or around my work station/work area?

The Company may periodically hire professionals to inspect the workplace for signs of bed bugs. If bed bugs are
found in or around your work station or personal belongings, we will ask that you have your home inspected. If
you find that you do have a home infestation of bed bugs, the Company may also provide some resources to
assist you in eradicating the infestation in your home.

Can I work from home if the office has a bed bug infestation?

No, unless the office is officially deemed closed due to the infestation, employees are still required to report to
work as scheduled.

Will I be paid if the Company closes its facilities due to a bed bug infestation?
In the unlikely event that the working location is closed due to a bed bug infestation, our inclement weather
policies and practices will apply.
Should you have any questions or concerns regarding bed bugs or the company’s policies in this regard, please
do not hesitate to ask your manager.
When an employer is notified that an employee has a bedbug infestation at home, they may either provide
employees with information to reduce the risk of inadvertently bringing bedbugs to work or ask employees to
remain at home depending upon the severity of the infestation and the nature of the employee’s job. If not
addressed by the employee their employment may be terminated for the health and safety of the Company.

MAD MONEY PROGRAM
In an effort to assist you with saving for some big-ticket item you want, SpringDot will help you out.
You decide how much you want to save and over what period of time. Once you meet your goal, SpringDot will
return your savings in full and add an additional 10% of the saved amount to your next paycheck. You may
choose to save and have it returned to you at the end of your goal, yearly, semiannually or quarterly.
So… what is your dream?

SpringDot 401k Retirement Plan
After 6 months employment you are eligible to enter this program. Open enrollment is once a year in
December.
SpringDot® has discretionary power as to a percentage that they will match to your contribution to
YOUR 401k account. At this writing the present matching percent is 10% up to a max of 3% of your income.
Example: contribute $1000 ($19.23/week) for a year and the Company will match it with 10% - or $100.
This amount is vested, meaning that it is added to your account increasing over a six year period.
Years of Vesting: regarding the Company’s amount matched to your contribution
Service Applicable Vesting Schedule(s) This is ONLY for the matched funds. Your contribution is always YOURS.
Year
Percent Vested Example
0
0%
$0
1
0%
$0
2
20%
$20
3
40%
$40
4
60%
$60
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5
80%
6 or more 100%

$80
$100

If disabled, you would have 100% regardless of any vesting % in the schedule below.
The company also has discretionary power to match a percentage of your income. Presently the Company will
match 10% and topping out at 3% of your income. . The matching % and max income will be announced at
open enrollment each year.
If you leave the company you may roll your account over to a personal IRA with no tax implications at that time.
Your matching amount will be added based on how many years you are vested.

Fidelity is Trustee of the plan. SpringDot is the Administrator. Any hardship requests would be thru
Fidelity. These are limited to true hardships and defined. Ask HR more about this. BUT think of this money as
untouchable until you retire or leave.
It is best to first start a savings account so that you would have up to 3 months of pay ready for any
emergency. This can be done thru payroll by diverting some pay to your savings account at your direction.
You will have online access to your 401k account for directing your investments choosing from a
number of approved funds or you may place it in an age appropriate lifetime fund based on your retirement at
age 65. Fidelity feels that the lifetime funds would not require active attention. Fidelity will provide education on
this.

The web site for access is: www.401k.com or call Retirement Benefits at 1-800-835-5097

WORKPLACE GUIDELINES
HOURS OF WORK
Start day for the week is Monday.
The payroll standard workweek for the Company will begin at 12:01 a.m. Monday, and ends at midnight
the following Sunday. EXCEPTION: Third Shift starting at 11:00 pm Sunday Night.
The Company office hours at 2611 Colerain Ave are 8:00 a.m. to 5:00 p.m.; Monday through Friday.

Work Schedules
You will be given your individual duty hours upon hire and at the time of any change in position. If your
normal duty hours are changed or if the Company changes its operating hours, you will be given written notice to
facilitate your personal planning.
The normal workweek for a regular full-time employee will consist of forty (40) hours; five (5)
consecutive days a week each with an eight (8)-hour day.
Starting and quitting times are as follows:
Five (5) day/ eight (8) hour employees:
Production Hours are from 7:00 a.m. to 3:00 p.m., five (5) days a week.
Second shift : 3 p.m. to 11 .a.m.
Third shift: 11 p.m. to 7 a.m.

Meal Periods
You are required to take a non-compensated meal period each workday of one half (1/2) hour. First shift
lunch is flexible but generally your half-hour meal period should be completed between the hours of 11:00 p.m.
and 11:30 a.m. You must clock out of Hagen AND the time clock during lunch. Other shifts – ask your
supervisor. If you work through lunch you must have permission from your supervisor.
A lunch coach comes by normally at 11:00 a.m. to 11:30 p.m. and has hot and cold items for sale. It
may be best to ask about his current schedule.
You are welcome to bring in lunch and use our refrigerator and microwave. Please clean the microwave
after you use it and clean up after yourself too. We are a community and live here.

Rest Periods
There are break periods, in the morning and afternoon. They are flexible due to the nature of the work.
Ask about the current schedule.
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In recognition of the well documented health advantages of breastfeeding for infants and mothers and as
part of our family-friendly policies and benefits, the Company provides a supportive environment to enable
breastfeeding employees to express their milk during work hours. Discrimination and harassment of
breastfeeding mothers in any form is unacceptable and will not be tolerated.

Attendance/Tardiness
On time is a true requirement.
If you can’t make it to work, we need to know. 513-542-4000
If you are going to be late, we need to know.
Call us at the numbers listed later in this handbook to communicate what is happening.
Main number is 513.542.4000. Toll free for out of town is 877-709-9220
Talk to us if you need to leave for an emergency or any other issue.
Your attendance is a major concern of the Company. Unsatisfactory attendance, including tardiness and
leaving work early, is unacceptable performance. Be dependable, excessive absenteeism or tardiness jeopardizes
your job ad creates problems for your supervisor and co-workers. You will be rated in your performance
appraisal in the categories of attendance and punctuality.
If you are ill, injured or an unexpected emergency arises which prevents you from coming to work as
scheduled, you must notify your supervisor no later than one half-hour before the start of the scheduled work
shift. Specified time limits are also set for break and meal periods. Please adhere to these time limits.
If your supervisor is not available, you should contact a member of management. If you are physically unable to
contact the Company, you should direct another person to make the contact
on your behalf. Leaving a message with a fellow staff employee or with the answering service is not considered
proper notification.
When you call in absent, you are to advise the Company of your expected date of return. Management
reserves the right to require proof of illness, injury or accident, including a doctor’s statement(s) or notice(s), for
any temporary disability.
Repeated absences, excessive absences (excused or unexcused) or a pattern of absences are unacceptable
job performance. If you are absent for three (3) consecutive days and have not provided proper notification, the
Company will assume that you have abandoned your position and you may be treated as having voluntarily
terminated your employment with the Company.
If you become ill at work, notify your supervisor immediately. If you are unable to perform your job
task, you will be either sent to a doctor or your home. You will be paid only for time actually worked and may
receive paid sick time if eligible.
You shall be at your workstation, prepared to begin work at the start of your scheduled work time or
resumption of your work duties. If you are not, you will be considered tardy. Excessive tardiness, whether
excused or unexcused, constitute unacceptable work performance. The Company does not categorize tardiness as
excused or unexcused. If you are tardy, your wages will be reduced by the amount of time you are tardy,
calculated in whole minutes according to the Company’s clock.
All absences are to be arranged for as far in advance as possible. This includes vacations and time off for
other reasons. If a doctor or dental appointment must be scheduled during the workday, it should be scheduled as
early in the morning or as late in the afternoon as possible.
TIMEKEEPING/TIME CLOCK/OVERTIME RECORD
Your time record is important; it is the basis of your pay record.
All hourly paid employees are required to use the time clock system to record their hours worked, lunch and end of day. It is
absolutely mandatory that you swipe in and out on the attendance clock whenever you enter or leave the plant. The only
exception to this rule is if you are on a Company errand that your supervisor has authorized.
If you forget to punch your card or punch the wrong card, notify your supervisor as soon as you recognize the
problem.
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Employees may not ask another employee to clock in/out for them or do this for another employee. If an
employee is found clocking in/out for another employee, both employees will be subject to disciplinary action, up to
and including termination of employment.
Employees should clock in no sooner than five (5) minutes before their scheduled shift and clock out no later than
five (5) minutes after their scheduled shift. If there is a backup at the time clock at end of day and you end up clocking out
over 5 minutes, do not expect to have that time posted as overtime. Employees must go directly to a shop floor computer
and log in immediately after clocking in.
Additionally, employees are required to clock in/out for their designated lunch periods. The length of the lunch
period should have the agreement of the employee’s manager. Lunch periods are unpaid time when employees are relieved
of all duties. Waiver of the lunch period or breaks requires prior approval of the employee’s manager. Under no
circumstance may the waiver of the lunch period result in overtime work.
Our system breaks an hour into 6 minute intervals.
Hence our time records are rounded based on the following:
 7:03 rounds to 7:00
 7:04 rounds to 7:06
Accurate time reporting is a federal and state wage and hour requirement, and employees are required to comply.
Continually failing to enter time into the timekeeping system in an accurate and timely manner is unacceptable job
performance and may result in disciplinary action, up to and including termination of employment.
Hourly employees are not permitted to work overtime without prior authorization from their manager. Overtime
includes clocking in early, clocking out late, or working through the scheduled lunch period. Non-exempt employees who
work unauthorized overtime will be paid for the time worked, but may be subject to disciplinary action, up to and including
termination of employment.
Employees who are late may not be able to make up the lost time and should not stay over to compensate for their
tardiness. If an employee wants to make up time and feels there is sufficient work to warrant it, s/he must get permission
from Rick or Josh prior to staying past the normal quitting time.
Payroll time must match Shop Floor reported hours (Hagen System). Employees should continue to work until
their quitting time and end their day in the shop floor as opposed to standing by the time clock to wait for quitting time.

Clocking in:





Do not clock in more than 5 minutes prior to your start time unless previously approved by your supervisor.
Anyone that clocks in more than 3 min after their start time will be considered tardy and your start time will be
rounded forward.
As soon as you clock in you MUST go directly to a shop floor computer and log in. Your payroll time must match
your shop floor hours.
If you are late do not assume that you can make up your lost time. Do not stay over to compensate for your
tardiness. If you want to make up your time and you feel there is sufficient work to warrant it you are to get
permission from Rick or Josh before staying past your quitting time.

Clocking Out:





Just before you clock out you MUST end your day in shop floor.
Your payroll time must match your shop floor hours.
DO NOT stand at the time clock and wait for your quitting time. Continue to work until just prior to your quitting
time.
At some point your card will no longer function. See you supervisor for a replacement card.

Off-the-Clock Work
Non-exempt (hourly) employees must accurately record all time worked, regardless of when and where the work
is performed. Off-the-clock work (engaging in work assignments or duties that are not reported as time worked)
is prohibited. No member of management may request, require, or authorize non-exempt employees to perform
work without compensation. This includes checking email on personal devices after work hours.

Hagen Shop Floor Data Collection System
You will be assigned a CODE for entry into our time recording system. Normally the code is the last 4
numbers of your social security number.
The Company has two systems that involve recording your time here at work. The first is discussed
under Time Cards. That system is the means by which we pay you for the time you are here. The second system
is our Hagen Shop Floor Data Collection System that contributes to determine the cost of a job. It may be
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viewed as the means by which the Company gets paid by its customers. Materials used (ink, paper, cartons) are
also recorded on these projects. You are responsible for ACCURATELY recording both your time and material
on a daily basis.
WHY? Your accuracy contributes to determining the cost of each project, as well as to our estimating
rates for future projects. Inaccurate information could cause the Company to lose an order to our competition
(think about what that really means!) or fail to make a profit on the order received (what’s the “goal”?).
WHAT? Be sure to use the correct job number, time, units used if requested (refer to notes at each
“shop station” as to appropriate units to report), overtime codes, rework, and author’s alteration codes. Material
numbers and quantity used are also imperative to be correct. Each department and cost center (FC Hand packing
is the norm here) has a complete explanation of how and what to fill in on your time and material. See your
supervisor and be sure to understand the correct way to enter your time and material usage.
The use of Shop Floor Data Collection links you with the company and how it performs. It demands that
you enter work as you do it, not later!
If you have issues with reporting – you feel you reported incorrectly, or did not properly record time or
material reporting – TELL US and we can update the system! We have an OOPS form to report mistakes.
Just as you expect to be paid accurately from the time card you scan in daily, that is how important your
reporting it to the company.

The simple reality is Your time card is how YOU get paid,
The Shop Floor reporting is how the COMPANY gets paid.
Please treat them with equal importance.
We expect you to give accurate information on the work you are doing. This ensures that the company
recovers costs for your work.

Insubordination
SpringDot® Inc. has a chain of command. Everyone should recognize the authority of his or her
superiors. The Company will not stand still when this authority is challenged, and will discipline violators
accordingly.
REPORTING IRREGULARITIES
It is the responsibility of each employee of the Company to report, immediately, any and all irregularities indicating
actual or suspected existence of a loss, fraud, embezzlement or similar impairment of Company funds or property, or
suspicious persons or activity.
If you have actual or constructive knowledge of any irregularity, and do not report it to your supervisor, you have
engaged in unacceptable job performance.
INSPECTIONS / SEARCHES
Any items or parcels taken out of or off Company premises or property (or property controlled by the Company)
are subject to inspection/search. Your desk, workstation, work area, computer terminal, memory, files, etc. and your voice
mail are subject to inspection/search at any time. The Company may monitor any telephone conversation you have on
Company owned or controlled equipment, premises or property. While on Company owned or controlled premises or
property, your vehicle, meal containers, purse, etc., as well as yourself, are subject to inspection/search. Any
inspection/search conducted by the Company or its designee may occur at any time, with or without notice.
You are prohibited from placing any passwords or restrictors on any document, computer or computer software
without the prior authority of management. Any password or restrictor must be revealed to and maintained by a second
authorized source. Removing, changing, deleting or erasing any Company information, without the appropriate
authorization, is strictly prohibited.
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Electronic Assets Usage
1. Remember that everything on the Internet lives indefinitely. You have the personal and legal
responsibility for your statements and actions. When in doubt, ask before doing or saying
something.
2. Do not speak on behalf of SpringDot® , Inc. unless you are authorized to do so. If not authorized, then
you must speak only as an individual providing a personal opinion. If authorized, you must keep records
of all online activities.
3. Any SpringDot® information must be kept confidential.
4. Truth of identity and information is important. Let subject matter experts respond to negative posts about
the company.
5. Do not use copyrighted material, trademarks, or other content of third parties without the necessary
permission from the rights holder. To avoid the appearance of official approval, use of SpringDot®’s
trademarks in social media, without permission is prohibited. Our company name is Trademarked.
6. Be respectful of each person’s legal right to express an opinion, whether those opinions complement or
contradict yours.
7. Respect other employees’ right to privacy. Avoid posting pictures, audio, and videos without the
permission of those featured in them and do not disclose private facts or information gained thought
unreasonable intrusion.
8. The Company Internet and e-mail access may not be used for transmitting, retrieving or storing of any
communications of a defamatory, discriminatory or harassing nature or materials that are obscene or Xrated. No messages with derogatory or inflammatory remarks about an individual’s race, age, disability,
religion, national origin, physical attributes or sexual preference shall be transmitted. Harassment of any
kind is prohibited.
9. Disparaging, abusive, profane, or offensive language; materials that would adversely or negatively
reflect upon the Company or be contrary to the Company best interests; and any illegal activities –
including piracy, cracking, extortion, blackmail, copyright infringement, and unauthorized access to any
computers on the Internet or e-mail – are forbidden.
10. Each employee is responsible for the content of all text, audio or images that he/she places or sends over
the company’s Internet and e-mail system. No e-mail or other electronic communications may be sent
which hides the identity of the sender or represents the sender as someone else. Also, be aware that the
Company’s name is attached to all messages so use discretion in formulating messages.
11. E-mail is not guaranteed to be private or confidential. All electronic communications are Company
property. Therefore, the Company reserves the right to examine, monitor and regulate e-mail messages,
directories and files, as well as Internet usage. Also, the Internet is not secure so don’t assume that others
cannot read or possibly alter your messages.
12. Internal and external e-mail messages are considered business records and may be subject to discovery in
the event of litigation. Be aware of this possibility when sending e-mail within and outside the Company.
13. You have NO RIGHT OR EXPECTATION OF PRIVACY in any communication that is created,
sent, or received either using employer property (including but not limited to cell phones, land
lines, internet, computers, voicemail, email accounts, and fax) or that relates, in any way to
SpringDot®, Inc, its employees, its customers and clients, its suppliers or in any of its official
business.
14. Any violation of these rules will be reviewed and disciplined as seen fit by management and may
lead to disciplinary action ranging from reprimand up to and including discharge.
All company-supplied technology, including computer systems and company-related work records,
belong to the Company and not the employee. The Company routinely monitors usage patterns for its e-mail and
Internet communications. Although encouraged to explore the resources available on the Internet, employees
should use discretion in the sites that are accessed.
Since all the computer systems and software, as well as the e-mail and Internet connection, are companyowned, all company policies are in effect at all times. Any employee who abuses the privilege of companySpringDot® | WORKPLACE GUIDELINES
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facilitated access to e-mail or the Internet, may be denied access to the Internet and, if appropriate, be subject to
disciplinary action up to and including termination.
SpringDot® does have its own Facebook page and we encourage you to visit it. It may be used to
communicate to employees if public communications systems are not available.

SOCIAL MEDIA
The Company recognizes that employees may have personal accounts on Facebook, Linked-In,
MySpace, Twitter, Web-based email accounts such as Gmail, Hotmail and Yahoo! mail and the like, and
understands that employees may elect to review those accounts during work hours and utilizing the company’s
electronic assets of technology, computers and internet access in the limited manner described in this policy.
Personal use of social media should be reserved for break times and meal periods.
The Company therefore notifies its employees that should employees elect to log onto or access social
media from the company’s electronic assets of technology, computers or internet access that such employees
shall have no expectation of privacy as to any information that they input or review while in contact with social
media, including passwords, codes or other information that is reviewed or that enables access to the social
media. Moreover, by utilizing social media via the company’s electronic assets of technology, computers or
internet access, employees understand that they are providing the company with access to their social media and
therefore agree that an employee’s actions to access social media from the company’s electronic assets of
technology, computers or internet access constitutes the employee’s understanding that the employee has no
expectation in privacy in the social media and consents that the company may access the employee’s social
media at the company’s discretion and the company may review materials that may be resident on the social
media, including passwords, text messages, tweets, email communications, PDF's, and pictures that are sent to
employees or reviewed by employees on the social media.
To the extent employees are posting comments to social media outside the scope of their employment
responsibilities, including an on-line forum, such as a blog, employees may not include any client or company
trade secret or confidential information and may not make any statements that would give the impression that the
views they have expressed are the opinions of the company. Employees should refrain from posting derogatory
information about the company on any such sites and proceed with any grievances or complaints through the
normal channels. Employees may not post to any on-line forums using any official company e-mail address or
providing any company telephone number or extension. Employees may not utilize any of the company’s logos,
drawings, trademarks, copyrights or other images or photographs of the company or typically associated with the
company in conjunction with such activities.

In addition, do not conduct business communications or performance evaluation, internal or external, using
social media; never discuss anything to do with a pending legal matter on social media; Respect differences,
harassment, intimidation or discrimination including slurs, insults, whether racial, sexual, or religious are
prohibited online just as they are prohibited in the work place.

Telephones-Personal Calls
It is necessary to keep our lines open for customer’s calls. In order to accomplish this we discourage all
personal phone calls. All incoming and outgoing calls will go through a supervisor.
Incoming calls for hourly employees - we will take a message and get it to you by end of shift. We
don't know if the caller is your sister or a debt collector. If they say it is an emergency we will explain that the
chances of you hearing the page is not great which unfortunately is true. "Please give me your name, phone
number and nature of the emergency and we will get that message to XXX immediately!"
If you are expecting an important message, notify managers to be sure you will receive it. If you must
use the phone on an EMERGENCY or important basis see one of the supervisors for authorization. Only
authorized personnel can make long distance calls. We do check the phone bills.

Company Phones
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Any employee that is issued a company cell phone is not to allow it to be used by anyone else for any
reason. The phone is to remain in your possession at all times. If someone asks to use your phone direct them to
a company landline. The only exception to this policy is in a life threatening emergency.
Cell phones are a part of today’s society. We expect you to keep your personal calls and business to a
professional minimum. Adults work here.

PERSONAL PROPERTY
The Company is not liable for lost, misplaced or stolen property. You should take all precautions
necessary to safeguard your personal possessions. You should refrain from having your personal mail sent to the
Company because mail may be automatically opened.
Your work area and any other Company property are subject to inspection / search at any time, with or
without notice. Desks and office areas are to be kept as neat and organized as possible.

Lockers
Lockers are the property of SpringDot®. They may be made available for employees to use. No
property of SpringDot® is to be locked inside. No firearms, alcohol, or controlled substance (other than
prescription medication) is to be held in any locker. Locks are not provided. You must provide your own
combination locks and advise the fulfillment manager of the combination. SpringDot® may inspect a locker at
any time. Any lock on a locker found to have the incorrect combination will be removed without notice. The
Company will not be responsible for property stored in lockers or in a locker room.

Confidentiality
The rule of thumb to remember is that all information gathered by, retained or generated by the
Company is confidential. There shall be no disclosure of any confidential information to anyone outside the
Company without the appropriate authorization.
It is your duty and responsibility to safeguard all confidential information. This includes the
dissemination of information by any available means, including but not limited to telephone, fax and e-mail.
When any inquiry is made regarding an employee or any former employee, the inquiry must be forwarded to
your supervisor without comment on your part. When any inquiry is made regarding any client, the inquiry must
be forwarded to management.
Confidential information shall be disclosed and/or discussed only on a “need to know” basis.
Conversation of a confidential nature must never be held within earshot of the public or clients.

Personal Appearance
Personal appearance and dress are important. The Company expects you to be clean, well-groomed and
neat about your appearance. Shorts, halters, no shoes, undershirts and suggestive hats or shirts are not
considered appropriate dress. We discourage loose fitting clothing and long hair since both are dangerous
around heavy machinery. Heavy work shoes are encouraged to protect your feet. The Company has numerous
customers visiting the office or plant. It is important that we all make a good visual impression to our
customers and guests.

HEALTH, SAFETY AND SECURITY
Comply with all safe work practices and good housekeeping practices. Concentrate on your work and stay
productive on the job, and if you find yourself caught up, it is your responsibility to inform a member of management that
you need direction to stay productive. Always ask your supervisor’s permission before leaving the work area.
Avoid creating disturbances; which could cause others to interrupt their work. Work to achieve a high quality level of
workmanship according to Company standards.
No Smoking
Smoking is not permitted in any company buildings, facilities, work sites, or vehicles. Employees wishing to
smoke should do so during their break times, outside company buildings, in designated areas, and in accordance with local
ordinances. .
For those of you in the shop that smoke, the area just outside the employee entrance is the designated smoking area.
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Please deposit your cigarette butts in the receptacle by the drive-in door.
Smoking is not permitted on the front side of SpringDot = Colerain Ave.

Drug and Alcohol Policy
Including Department of Transpiration Covered Employees
It is SpringDot®’s continued policy to provide its employees with a safe drug free working environment.
The company and numerous regulatory authorities are concerned that all persons involved in the industry
perform their duties in a responsible and professional manner, unimpaired by the effects of alcohol and
drug abuse. While no company policy will eliminate the possibility of alcohol/drug abuse completely, it is
believed that the program described in this policy will greatly reduce the risks associated with
alcohol/drug abuse to our contractors and to the public.
It is important to note that some of the provisions of this policy apply only to drivers using
commercial driver’s licenses (CDL) in compliance with FMCSR (Federal motor Carrier Safety
Regulations 49CFR Parts 382) to conform to a drug-free workplace within the transportation industry.
Prohibited Behavior
No employee may use an illegal drug whether on duty or off duty. No employee may use alcohol
either on the job, or for a reasonable amount of time prior to reporting to work. No employee shall report
to work impaired by alcohol use, whether such alcohol was consumed either on or off the job. The term
"impaired" means to be under the influence of a drug or alcohol so that an employee’s motor sense's
(sight, hearing, balance, reflex, or reaction) are adversely affected.
No employee at any work site will possess any quantity of any drug or controlled substance,
lawful or unlawful, which in sufficient quantity could result in impaired performance, with the exception
of substances prescribed by a licensed physician. No contractor shall sell or transfer, or attempt to sell or
transfer, to any other person, any drug or controlled substance at any work site. The term "work site"
means any motor vehicle, office, building, terminal, yard or other property owned or operated by the
company, or any other location at which the employee is to perform work. The term “possess” means to
have in or on the possession of the employee, the employee’s motor vehicle, personal effects or areas
trusted substantially to the control of the employee. The term "sell or transfer" means to deliver to any
other person for consideration, for free, or for any other reason. Any violation of this policy will result in
discipline which may include termination of employment.
Any violation of this policy will result in disciplinary action which may include termination of
employment.
Positions Tested
All employees must successfully pass a pre-employment drug and alcohol screening. In addition,
all employees are subject to reasonable suspicion drug testing while employed with the company and
random testing. Drivers utilizing a commercial driver’s license (CDL Drivers) are subject to both drug
and alcohol testing in accordance with the following procedures and federal law.
CDL Drivers are always subject to the provisions of this policy applicable to all employees when
working. However, CDL Drivers are only responsible to comply with the “CDL Driver” portion of this
policy on days in which the employee is performing driving duties that require a commercial driver’s
license. They require specific CDL physicals, testing and random testing as required. They must hold a
CDL license and a current medical exam certificate. These must be available when driving any of our
USDOT trucks.
Medical Marijuana:
The legalization of medical marijuana does not change the policy and that marijuana use, whether
medical or recreational, on-duty or off-duty, will not be tolerated.
Our society and particularly our region of Ohio is now the epicenter of opiate use nationally. Our
state has now legalized Medical Marijuana. Because of this SpringDot must reasonably reevaluate the situation and particularly our policies. Any accident by any of us could lead to death
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of an employee and/or damage to equipment and/or fines and/or the closing of our business. A
drug test positive for THC may not lead to discipline or termination if the Company did not have
reasonable suspicion that the employee was under the influence at work and the employee can
verify that they are using medical marijuana under the supervision of a certified physician. This
applies to positions that do not involve use of heavy machinery.
Types of Testing
In order to ensure a drug-free environment and comply with Federal regulations, all company
employees will be subject to a test for the use of drugs or controlled substances. The term "testing" means
the testing of urine for evidence of use of drugs or controlled substances. It may also involve a breath or
saliva alcohol test.
Drug testing will be conducted in accordance with the procedures of Good Samaritan Hospital,
TriHealth Occupational Health or other authorized entity. Drug testing will be conducted as follows.
1. Pre-Employment Testing: Any prospective employee will be subject to a pre-employment drug
test. For CDL drivers, this drug test may also include an alcohol screening and will generally be
performed at the time of the physical. Refusal by the prospective employee to submit to such
testing will cause the individual to be disqualified from further employment consideration.
2. Reasonable Suspicion Testing - When there is cause to believe that an employee is impaired as a
result of the use of drugs or alcohol, the employee may be required to submit to a drug and
alcohol test. Please see reasonable suspicion guidelines below.
3. Post-Accident Testing –
a. Any CDL driver who is involved in an accident resulting in the loss of human life or who
receives a citation under state or local law for a moving traffic violation arising from the
accident as described in the Federal Motor Carrier Safety Regulations 382.303 of the U.S.
Department of Transportation Federal Highway Administration, must submit to drug and
alcohol testing as soon as possible following the accident but no later than 32 hours after
the accident.
b. Employees who are involved in an accident or involved in an injury, even if not injured,
are required to take a drug and alcohol screening immediately.
4. The Company reserves the right to have Random Testing at any time for all employees or
specific employees at any time.

Refusal to Submit to Testing
The following are considered a refusal to test if the employee:
1. Fails to appear for any test (excluding pre-employment) within a reasonable time, as determined
by the employer, after being directed to do so by the employer.
2. Fails to remain at the testing site until the testing process is complete.
3. Fails to provide a urine or breath specimen for any drug or alcohol test required by DOT agency
regulations.
4. In the case of a directly observed or monitored collection in a drug test, fails to permit the
observation or monitoring of the specimen collection.
5. Fails to provide a sufficient amount of urine or breath when directed, and it has been determined,
through a required medical evaluation, that there was no adequate medical explanation for the
failure
6. Fails or declines to take a second test the employer or collector has directed such action.
7. Fails to undergo a medical examination or evaluation, as directed by the MRO as part of the
verification process.
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8. Fails to cooperate with any part of the testing process (e.g., refuse to empty pockets when so
directed by the collector, behave in a confrontational way that disrupts the collection process)
9. If the MRO reports that there is verified adulterated or substituted test result
10. Failure or refusal to sign Step 2 of the alcohol testing form
If an applicant refuses to submit to a company-required drug or alcohol test, the applicant will be
disqualified for further employment consideration.
If an employee (non-CDL driver) refuses to submit to a company-required drug or alcohol test, the
employee will be terminated.
The refusal of a CDL driver to submit to company-required drug or alcohol test will result in the
CDL driver being not medically qualified to drive, and he or she will be terminated in accordance with
company policy. If an accident results in a fatality to any person and the CDL driver refuses or fails to
submit to drug and controlled substance testing, the employee shall be disqualified from driving for not
less than one year.
Testing Procedures
I.
1.

2.

Drug Testing Procedures
The Company shall conduct testing in a manner to assure a high degree of accuracy and
reliability and using techniques, equipment, and laboratory facilities that have been approved.
All testing will be conducted consistent with the procedures set forth in 49 CFR, as amended.
The procedures will be performed in a private, confidential manner and every effort will be
made to protect the employee, the integrity of the drug testing procedure, and the validity of
the test result.
After the identity of the donor is checked using picture identification, a urine specimen
will be collected using the split specimen collection method described in 49 CFR, as
amended. Each specimen will be accompanied by a DOT Chain of Custody and Control Form
and identified using a unique identification number that attributes the specimen to the correct
individual. The specimen analysis will be conducted at a certified laboratory. An initial drug
screen and validity test will be conducted on the primary urine specimen. For those
specimens that are not negative, a confirmatory Gas Chromatography/Mass Spectrometry

(GC/MS) test will be performed. The test will be considered positive if the amounts of the
drug(s) and/or its metabolites identified by the GC/MS test are above the minimum thresholds
established in 49 CFR, as amended.
3.
The Schedule of Controlled Substance includes the following drugs and classes of drugs:
1. Amphetamines
4. Opiates
2. Cannabinoids (Marijuana)
5. Phencyclidine (PCP)
3. Cocaine Metabolite
4.
The test results from the certified laboratory will be reported to a Medical Review
Officer. A Medical Review Officer (MRO) is a licensed physician with detailed knowledge
of substance abuse disorders and drug testing. The MRO will review the test results to ensure
the scientific validity of the test and to determine whether there is a legitimate medical
explanation for a confirmed positive, substitute, or adulterated test result. The MRO will
attempt to contact the employee to notify the employee of the non-negative laboratory result,
and provide the employee with an opportunity to explain the confirmed laboratory test result.
The MRO will subsequently review the employee’s medical history/medical records as
appropriate to determine whether there is a legitimate medical explanation for a non-negative
laboratory result. If no legitimate medical explanation is found, the test will be verified
positive or refusal to test and reported to the Company. If a legitimate explanation is found,
the MRO will report the test result as negative to the Company and no further action will be
taken.
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5.

If the test is invalid without a medical explanation, a retest will be conducted under direct
observation.
Any covered employee who questions the results of a required drug test may request that the
split sample be tested. The split sample test must be conducted at a second certified
laboratory with no affiliation with the laboratory that analyzed the primary specimen. The test
must be conducted on the split sample that was provided by the employee at the same time as
the primary sample. The method of collecting, storing, and testing the split sample will be
consistent with the procedures set forth in 49 CFR, as amended. The employee's request for a
split sample test must be made to the Medical Review Officer within 72 hours of notice of the
original sample verified test result. Requests after 72 hours will only be accepted at the
discretion of the MRO if the delay was due to documentable facts that were beyond the
control of the employee.
If the analysis of the split specimen fails to confirm the presence of the drug(s) detected
in the primary specimen, if the split specimen cannot be analyzed, or if the results of the split
specimen are not scientifically adequate, the MRO will declare the original test to be
canceled. If the split specimen cannot be analyzed the MRO will direct the Company to retest
the employee under direct observation.

6.

7.

8.

The split specimen will be stored at the initial laboratory until the analysis of the primary
specimen is completed. If the primary specimen is negative, the split will be discarded. If the
primary is positive, the split will be retained for testing if so requested by the employee
through the Medical Review Officer. If the primary specimen is positive, it will be retained in
frozen storage for one year and the split specimen will be retained for one year.
Observed collections - Consistent with 49 CFR, as amended, collection under direct
observation (by a person of the same gender) with no advance notice will occur if:

9.

i. The laboratory reports to the MRO that a specimen is invalid, and the MRO
reports to the Company that there was not an adequate medical explanation for
the result; or
ii. The MRO reports to the Company that the original positive, adulterated, or
substituted test result had to be cancelled because the test of the split specimen
could not be performed.
iii. The collector observes materials brought to the collection site or the employee's
conduct clearly indicates an attempt to tamper with a specimen or
iv. The temperature on the original specimen was out of range.

II.
1.

Alcohol Testing Procedures
Tests for breath alcohol concentration will be conducted utilizing a National Highway
Traffic Safety Administration (NHTSA)-approved Evidential Breath Testing device (EBT)
operated by a trained Breath Alcohol Technician (BAT). Alcohol screening tests may be
performed using a non-evidential testing device that is also approved by NHSTA. If the initial
test indicates an alcohol concentration of 0.02 or greater, a second test will be performed to
confirm the results of the initial test. The confirmatory test must occur on an EBT. The
confirmatory test will be conducted at least fifteen minutes after the completion of the initial
test. The confirmatory test will be performed using a NHTSA-approved EBT operated by a
trained BAT. The EBT will identify each test by a unique sequential identification number.
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This number, time, and unit identifier will be provided on each EBT printout. The EBT
printout, along with an approved alcohol testing form, will be used to document the test, the
subsequent results, and to attribute the test to the correct employee. The test will be
performed in a private, confidential manner as required by 49 CFR, as amended. The
procedure will be followed as prescribed to protect the employee and to maintain the integrity
of the alcohol testing procedures and validity of the test result.
2.
An employee who has a confirmed alcohol concentration of 0.04 or greater will be
considered a positive alcohol test and in violation of this policy. The consequences of a
positive alcohol test are described later in this policy. Even though an employee who has a
confirmed alcohol concentration of 0.02 to 0.039 is not considered positive, the employee
will face the consequences delineated later in this policy. An alcohol concentration of less
than 0.02 will be considered a negative test.
3.
The Company affirms the need to protect individual dignity, privacy, and confidentiality
throughout the testing process. If at any time the integrity of the testing procedures or the
validity of the test results is compromised, the test will be canceled. Minor inconsistencies or
procedural flaws that do not affect the test result will not result in a cancelled test.
4.
The alcohol testing form (ATF) required by 49 CFR as amended, shall be used for all
DOT required testing. Failure of an employee to sign step 2 of the ATF will be considered a
refusal to submit to testing.
Prescription Medication
Employees undergoing prescribed medical treatment with a controlled substance which could
impair performance must provide a doctor’s notice to their supervisor. The use of controlled substances
as part of a prescribed medical treatment program is naturally not grounds for disciplinary action, but it is
important for the Company to be informed of such treatment. Advance notification will help void any
misunderstanding of a positive test result.

Consequences of Failed Tests
Applicants - Should an applicant refuse to submit to a drug or alcohol test or fail to report to a
designated collection site for collection of samples, the applicant will be considered as unqualified for
employment, and the Company will decline to extend a final offer of employment. Should an applicant
test positive, the applicant shall be considered unqualified for employment.
Employees – Any employee who fails a drug test will result in disciplinary action which may
include termination of employment.
CDL Drivers – If a covered CDL Driver fails a drug test, he or she will be immediately removed
from any safety –sensitive position and then terminated based on company policy.
If a covered CDL driver is found to have an alcohol concentration of 0.02 or greater but less than
0.04, that employee will be immediately removed from performing safety-sensitive functions, until the
employee is retested with a result below 0.02, or until the start of the employee’s next regularly scheduled
duty period, if it occurs at least 8 hours following administration of the test.
Reasonable Suspicion Testing
Those Criteria which may initiate “Reasonable Suspicion Testing” include but are not limited to
the following:
EYES: unusually bloodshot, glazed or watery, inappropriate wearing of sunglasses, unusual eye
movements.
BREATH: odor of alcohol, marijuana, or acetone.
SPEECH: Incoherent, slurred, slobbery, unusually fast, slow, rambling, excessively loud or quiet.
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WALKING: unsteady, swaying, staggering, stumbling, falling down, or holding on to a stationary
object.
BEHAVIOR: argumentative, nervous, crying, sleepy, hyperactive, erratic, drowsy, threatening or using
unusual amounts of profanity, being asleep, vomiting, fighting or having an accident where
performance may be a contributing factor.
APPEARANCE: unusually runny nose or sores around the nostrils, disheveled appearance, puncture
marks or “tracts”, shaking or twitching hands, or body, flushed or very pale face, excessive sweating
or clamminess of skin.
Employees demonstrating any of these criteria may be asked to see a doctor/nurse or be
transported to a hospital for drug/alcohol testing. The employee may be asked to give a blood, urine, or
other sample as a necessary part of the drug/alcohol test.
Drug and Alcohol Related Criminal Charges
Employees arrested for, or convicted, of drug related activity, or sentenced by any court
administering federal or state drug laws or entering a plea of non cotendere to any drug-related charge,
must notify the Company in writing immediately of such arrest or conviction. Such employees will be
placed in a leave-without-pay status and cannot return to work until a management decision regarding
whether to allow the employee to return to work is made and the employee takes a Company scheduled
pre-employment drug or alcohol test with negative results. In deciding what action to take, management
will take into consideration the employee’s record with the Company and other factors relative to the
impact of the employee’s arrest or conviction upon the conduct of the Company Business.
Confidentiality
The Company shall respect the confidentiality and privacy rights of all its employees.
Accordingly, the results of any tests administered under this policy, or the identities of any employees
participating in a rehabilitation program, shall not be revealed to anyone outside of management of the
Company without the express written consent of the employee, except where otherwise privileged in the
administration of the program itself or pursuant to an order of a court competent jurisdiction.

Job Performance
On-the-job as well as off-the-job drug or alcohol abuse which adversely affects an employee’s job
performance or which could jeopardize the safety of other employees, the public or company equipment
may result in disciplinary action up to and including termination of employment. We remind you that
personal property on SpringDot® Inc. property is subject to unannounced inspection. Employees having
personal property they do not wish subject to inspection should not bring it onto Company property.

Questions Regarding this Policy and Materials
All questions will be directed to the HR Director at SpringDot® Inc. Please find the contact information
below:
Manger’s Name:
Thomas M. Deutsch or Rick Autzen
Phone Number
513.542.4000 ext. 111 or 123
E-mail addresses
Tdeutsch@SpringDot.com rautzen@springdot.com

Effects of Alcohol and Controlled Substances
It is widely recognized that the misuse and abuse of controlled substances, illegal drugs
(collectively called controlled substances) and alcohol are major contributors to serious health problems
and social and civic concerns. The health risks associated with the use of illicit drugs and the abuse of
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controlled substances and alcohol include various physical and mental consequences including addiction,
severe disability and death. Information concerning the known effects of alcohol and specific drugs is
available at the following website: http://www.in.gov/spd/files/basicinfo_acs.pdf.
If you are concerned about your personal use of alcohol or drugs, please contact your manager. It
is possible that we may provide accommodations to assist you in your treatment.
Resources:








SAMHSA’S National Clearing House for Alcohol
and Drug Information (NCADI) at 1-800-7296686, www.SAMHSA.gov
o Click on Clearinghouse and then
NCADI
Informational web sites
o www.whitehousedrugpolicy.gov
o www.nida.nih.gov
o http://preventiondss.SAMHSA.gov
Substance Abuse Mental Health Service
Association
o www.samhsa.gov
Ohio Al-Anon Information Services
o www.ohio-anon.com
National Institute on Drug Abuse
o www.drugabuse.gov



Medline Plus health information
o www.medline.gov



Cocaine Anonymous
o www.ca.org or 1-310-559-5833
Life Management systems EAP
o 513-551-1484
Alcoholics Anonymous
o www.aa.org
Marijuana Anonymous
o www.mraijuana-anonyomous.org
Suicide Hotline






Crisis Care Center 24 hours / 7 days
CARE (2273)


(513) 281-

What happens when you call a suicide hotline?

When people are in a crisis…
https://www.healthyplace.com/suicide/suicidehotline-what-happens-when-you-call/

Fire Prevention/Evacuation Plan
SpringDot has an EMERGENCY ACTION PLAN that covers this in detail. What follows is a very brief
summary of it:
Every employee of this company has a personal responsibility and a personal stake in doing everything
possible to safeguard the plant from damage by fire. A serious fire endangers the lives and jobs of you and other
employees, as well as causing the company to lose equipment, buildings, and materials. You can help prevent
any such disaster by keeping your own work area clean and free of rubbish, by observing all safe work practices
regarding fire prevention. Our most serious risk of fire is associated with the use of flammable liquids or
overloaded electrical circuits. Be vigilant so these risks can be safely managed. Extension cords are not permitted
per OSHA regulations. See the Safety Director if you have an issue with this.
Should there be notice given of a fire by alarm or other method – you are to exit the company and assemble at
the Assembly Points:
1. Front Parking Lot across the street.
2. Rear parking lot to assemble and then move to the front parking lot.
See the Company Emergency Action Plan for more detailed information. It is at the end of this handbook.
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FIRE EXTINGUISHER USE
Stand 6 to 8 feet away from the fire and follow the four-step PASS procedure recommended by
National Fire Protection Association:
REMEMBER THE PASS WORD

P - Pull the pin and hold the extinguisher with the nozzle pointing away from you.
A - Aim low at the base of the fire.
S - Squeeze the lever slowly and evenly to discharge the extinguishing agent.
(When the agent first hits the fire, the fire may briefly flare up. This should be expected.)

S - Sweep the nozzle from side to side, moving carefully toward the fire. Keep the
extinguisher aimed at the base of the fire.

Summary
Safety and good health on the job is a firm management position. It is also the law.
SpringDot® intends to cooperate with local law enforcement authorities and undercover
authorities. We are asking for full employee support in maintaining a safe, healthful, and
drug-free workplace.
Hazard Communication Program
PURPOSE: To communicate SpringDot®’s Hazard Communication Program to all company personnel.
OBJECTIVE:
 To protect the health of our employees.
 To provide the employees with the necessary information concerning health and physical hazards of the
materials used in their operations.
 To comply with Title 29, Part 1910.1200 of the code of Federal Regulations (CFR) OSHA Hazard
Communication.
 To include flexibility in the compliance program so that changes can be made to comply with possible state
and local right-to-know laws.
SCOPE:
This compliance program will provide information to the employees of SpringDot® of the chemical products to
which they are exposed. It will be accomplished by the following:
A. Listing of all chemical products on the property.
B. Appropriate labeling on containers of all chemical materials used.
C. Making available material safety data sheets (MSDSs) for all chemical products on the property.
D. Employee training to recognize and interpret labels, warnings, color coding, signs, etc. that are affixed to
containers so that they can properly protect themselves against potential hazards.
E. Employees training to understand the elements of the MSDSs and to recognize possible risks to health and
physical harm.
F. This written compliance program will be made available, upon request, to employees, their designated
representative(s), and to all local, state, and federal officials who have proper authority.
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LISTING OF CHEMICAL PRODUCTS
Since we are not a chemical manufacturer, importer or distributor, SpringDot™ is not required to assess the
hazards or evaluate chemicals.
We shall maintain a list of all the chemical products used onsite. We shall always evaluate to the best of our
ability the potential health exposure of a particular product before we decide to use it. We will provide a system
under which the purchasing department will obtain MSDSs from all suppliers of chemical products. This
system would include the following:
A. Sending form letters to suppliers requesting information/MSDSs.
B. A flagging system to ensure that MSDSs are received and kept current.
C. Maintenance of MSDS files that would be available to employees, their representatives, local jurisdictional
authorities and health or medical officers as required by the regulations.
D. A purchase requisition noting that the proper labels are either to be attached to all containers received, or to be
sent with the order, and that the supplier certifies that all MSDSs and Labels comply with the standard.
A master list of hazardous chemicals will be maintained for reference by the Vice President of Operations.
This list will be expanded as new chemicals are ordered and/or received. All new chemical products will be
appropriately labeled, and a MSDS obtained before receiving material at SpringDot®.
LABELS
Material received at SpringDot® shall be properly labeled. If labels are not provided, we shall contact the supplier to
get the specific labels. Information contained on labels must not conflict with federal, state, or local laws
and/or regulations in labeling requirements. These labels should provide the following information:
A.
Identity of the chemical products or substances in the container;
B.
Appropriate hazard warnings;
C.
Name and address of the manufacturer or other responsible party.
The labels must not be removed and will be replaced if illegible. All containers of chemical products,
including laboratory bottles, solvent cans and dispensers must be labeled. For smaller containers (less than one
gallon or 3.7 liters), labels must be consistent with the standards that are specified above. Only those
chemicals that can be classified as “immediate use,” which means that the hazardous chemicals under control
of and used only by the person who transfers it from the labeled container and only within the work shift in
which it is transferred, are exempted from the labeling procedures described above. In storage where similar
chemical products are stored, we will post signs or placards to identify the material and transmit the required
information in lieu of individual container labels. If any materials are to be transferred from a storage tank or
container through a pipeline, labels with the required information will be affixed to the line at the discharge
point (valve). In those cases where a chemical product other than that specified on the container label is placed
in the container, we must re-label the container to accurately reflect the hazards of the chemical product that
has been substituted.
TRAINING
All employees in the regulated areas will receive training in the handling of chemical products. There will be an
annual review of the training program, and a list of each employee’s training schedule will be maintained. The
training program will provide instruction in the following areas:
The requirements of the hazard communication program;
The operations of the work area where chemical products are present including both routine and non-routine
jobs;
The location and availability of the MSDSs;
Interpretation of MSDSs data and of the labeling system;
Methods and observations that the employee may use to detect the presence or accidental release or spill of
chemical products in the work area;
Measure(s) that employees can take to protect themselves from these hazards. (i.e., work practices, personal
protective equipment, and emergency procedures);
When a new employee is assigned or transferred to a work area in which chemical products are used, his or her
orientation will include all of the above training elements, as well as all specified safety and health training
required. Contractors, vendors and service personnel who have employees assigned to work on our plant
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premises in areas where potential exposure to chemical products exist must be informed of chemical hazards,
availability of MSDSs and appropriate protective measures.
HEALTH, SAFETY & EMERGENCY PROCEDURES
To ensure that sufficient and required information is available and accessible during emergencies, or in the event
of a spill in the work area, or beyond the property line of SpringDot® the following information will be available
to local health and jurisdictional authorities if requested or required:
A. MSDSs;
B. The location of stored chemicals products if the amount is equal to 30 gallons or 300 pounds or more.
C. Special procedures for spill control and/or clean-up for specific chemical substances.
D. The health hazards, including symptoms of exposure and/or any recognizable medical conditions.
E. Environment hazards.
Workplace Monitoring
The company reserves the right to install security cameras in work areas for specific business reasons, such as security, theft
protection, protection of proprietary information, etc.
Employees should be aware that the company may find it necessary to monitor work areas with security cameras when there
is a specific job- or business-related reason to do so.
The company will only do so after first ensuring that such action is in compliance with state and federal laws.
Employees should not expect privacy in work-related areas as a result of this policy.
Privacy of employees in non-work areas will be respected to the extent possible. Reasonable belief of on-site drug use,
physical abuse, theft or similar circumstances would be possible exceptions.
Employees with questions about this policy should contact their supervisor or the HR department.

Housekeeping
A clean work area makes for a more pleasant as well as a safer place to work. Dirt in our preparatory area is a
real enemy! Employees in all departments are asked to help keep the surroundings as neat and orderly as
possible. Trash receptacles, which are easily accessible, are located throughout the building. Please place all
litter from lunches, scrap materials, etc., in these receptacles. Be health, safety, and fire-prevention conscious.
Horseplay
Horseplay and practical joking can result in serious injuries or death; therefore, anyone engaging in horseplay or
practical joking will be subject to discipline and even possible dismissal.
Injuries On-The-Job
Any employee who fails to report an injury during the shift in which the injury occurred will be subject to
disciplinary action. The Company insures employees against accidental injuries under the Worker’s
Compensation Act of the State of Ohio, we carry insurance for the State of KY for motor veichel coverage for
Workers Comp. All injuries must be reported to your supervisor or someone in management immediately.

PLEASE REFER TO: SIGNATURE PAGE TITLED: INJURY AND ACCIDENT
RESPONSE AND REPORTING POLICY AT THE END OF THE HANDBOOK.
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SAFETY POLICY
SpringDot® is a Company with commitments: commitment to quality in printing; commitment to profit and growth
for the Company; commitment to customers, suppliers and to the public.
None of these commitments, however, exceeds our commitment to each other, especially when it comes to our
safety and health.
The nature of our business requires that we meet many challenges. In responding to these challenges, let one primary
rule be clear:
THERE IS NO JOB OR OBJECTIVE SO IMPORTANT THAT WE WILL RISK THE SAFETY OR
HEALTH OF ANY EMPLOYEE TO ACHIEVE IT.
It becomes the express responsibility of all of us, beginning with The President to ensure that safe working
conditions and procedures are never shortcut or sacrificed in order to meet an end. Safety must be integrated into
planning decisions and daily operations.
General Management, having established this policy, pledges to support it. Supervisors will support this
policy and will be responsible for the safety of employees in their department, assuring that safe operations are the
standard. They will also advise management or other appropriate parties of any hazardous conditions which require
correction.
All employees, as a condition of employment, will support this policy by working safely and abiding by the
safety practices and policies that have been established.
Basic safety guidelines have been included in this manual; however a separate safety manual is kept by the Safety
Coordinator. You should be able to locate this by the MSDS sheets/Time Clock. Topics included in the manual are ,
General Safety, Safety During Maintenance, Spill Control, First Aid, Blood borne Pathogens, Protective Equipment,
Hazardous Materials, Fire Prevention, Lift Truck Safety, Emergency Action Plan, Hearing Policy, Forklift Drivers
Test, BWC Forms, and a map to Good Samaritan Hospital.
Hearing Policy
OSHA inspected our entire company regarding sound on September 30, 2010. At that time it was determined that
there is no area that requires hearing protection under their regulations. SpringDot™ wishes to be on the safe side of
this topic. Once you lose hearing it cannot come back. Hearing protection (approved ear inserts) are provided and
encouraged for those employees in areas that have higher than normal noise levels. Examples: Folding, Saddle stitch
binding, Press & Letterpress operations
Safe Work Practices & Regulations
ACCIDENTS
Accidents do happen.
We all want them not to happen here.
BUT if they do – what do you do?
First, see that the injured person(s) is stabilized. Stop any bleeding, use first aid, make them comfortable for the
moment… and then depending on the severity of the injury either call 911 or personally take them to the emergency
room at Good Samaritan Hospital. This is located very close to SpringDot’s Colerain facility on Clifton Ave. The
address is 375 Dixmyth Ave. The emergency room access is just by the traffic light off Martin Luther King &
Dixmyth Ave so keep calm and drive safely. If you are not familiar with the location have someone else drive or call
911 right away.
It is mandatory that your supervisor and/or management know about this as soon as logically possible. We have
accident packets at the time clock that should be taken with them/you. These contain Worker Compensation
paperwork that always is required by the hospital, Ohio Workers Compensation, OHSA and SpringDot® – at least
within 24 hours of the incident. They give specific directions on what to do, First Report of an Injury and a laminated
card with phone number for them/you. Drug testing is also required for the injured person and anyone involved in
the accident. See Drug and Alcohol Policy for details on requirements and reasons why.
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Adherence to the following safe work practices and regulations is essential to the safety and health of each individual
employee and to the safe operation of SpringDot™. While basic and general, they are of MAJOR importance, and
shall be observed in detail. Violations may lead to disciplinary actions or dismissal.
1. All injuries incurred while on company property or while conducting company business, no matter how
slight, must be reported to your supervisor immediately.
2. Any recognized unsafe conditions or near accidents must be corrected or reported to your supervisor
immediately. Please use the repair order & mark it EMERGENCY to get this in writing. These are available
throughout the shop.
3. Employees are required to maintain a high level of housekeeping in their work area.
4. Standard operating procedures that have been developed must be adhered to.
5. No equipment will be operated unless all guards are in place and properly adjusted for the work being done.
6. No modifications to equipment may be made unless authorized by your supervisor.
7. Defective and improper tools and equipment may not be used and must be reported to your supervisor
immediately.
8. Personal protective equipment must be used where required.
9. Employees are required to review the material safety data sheets for every chemical they work with so as to
understand health hazards and appropriate emergency procedures.
10. Rings, wristwatches, dangling chains and earrings, and loose apparel must not be worn when operating,
repairing, or performing maintenance on machines wherever they pose a possible threat.
11. Employees are expected to wear hair in a manner so that it does not present a risk of being caught in
equipment.
12. Standing or walking on pallets is prohibited (press dollies are not applicable).
13. Empty pallets and tops must be stored in designated areas only.
14. Storage of pallets on edge is prohibited unless secured.
15. Broken pallets must not be used, and must be discarded.
16. All containers must be legibly labeled as to contents and hazards.
17. Running and horseplay are prohibited on plant property.
18. Fire protection equipment, aisles, and exits must be kept clear at all times.
19. When ascending or descending stairs, one hand must be holding the rail.
20. SpringDot™ is a NO SMOKING FACILITY, failure to follow the no smoking rules will lead to disciplinary
action ranging from reprimand up to and including discharge.
21. Reporting to work under the influence of alcohol or drugs is prohibited.
22. When operating loud equipment hearing protection is recommended and provided.
23. All employees are expected to know the location of the fire exits in the building, and know the location of the
emergency phone list, and the locations of fire extinguishers in their areas.
24. Only employees that are trained to drive the forklift are permitted to operate it. Training and testing are
completed in house.
25. Labor saving devices, such as pallet jacks, hoists, etc. shall be used to lessen physical stress during material
handling activities.
26. SpringDot™ has a written Lockout/Tagout policy; every employee should have a copy of this policy. Every
employee and vendor must follow the Lockout/Tagout policy and procedures; additional copies are located in
the safety manual in Shipping.
Tornado/Take-cover announcement
If there is notice to take cover due to a wind/tornado advisory you are to go to the rear of our contained space. Do
not leave until an all clear is announced by the Safety Coordinator. See SpringDot® Emergency Action Plan for
more detailed instructions.
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Uniforms
SpringDot® supplies managers and supervisors with SpringDot™ shirts. Each manager maintains them.
Each new employee will receive a SpringDot™ Mission Shirt to be worn on specified Mission days.
Visitors
The Company believes that it is good to acquaint the general public and its customers with the products we
turn out and the methods of operation in the plant. For these reasons, we welcome “tours” of visitors to the plant at
convenient times. Customers come into the plant to approve jobs on which work is being done. Usually a member of
the sales staff accompanies such visitors.
The Company expects courteous treatment of such visitors, since all employees recognize that the impression
customers receive both from the people who work in the plant and from the plant and its equipment are very important
influences on how these people feel toward the company and the work we do for them. Arrangements for groups of
visitors to tour the plant should be made through the office.
All non-employees must enter the building through the front entrance and announce their business to the
receptionist. Visitors unfamiliar with these security regulations should be given the courtesy of a polite explanation
by any employee calling it to their attention. Persons wishing to visit any employee (other than for transacting
business) must first receive permission from the Company. This visit is to be in the lobby unless your supervisor
gives special consideration.
No visitors, including friends and family members of employees not employed by this company, are
permitted entrance anywhere in the building, except the reception area. To authorize admission to the plant of outside
individuals, the express permission of his or her supervisor is required. Any visitors to the plant must be accompanied
by an authorized employee. Failure to follow this rule may result in disciplinary action, up to and including
discharge.
Worker’s Compensation
The company is covered by Worker’s Compensation Insurance on all employees. Worker’s Compensation
Insurance covers you for injuries incurred while on the job. In case of an accident on the job, it is mandatory that the
accident be reported immediately to your supervisor. It is also necessary that the details of how the accident occurred
be reported so action can be taken in the problem area. It is a necessity that the Worker’s Compensation and
Occupational Safety and Health forms be filled out within 24 hours of the accident. Payment is determined and made
by the State of Ohio. You and your supervisor can discuss the reasons for the accident and what actions should be
taken to prevent such accidents in the future. It is required that an accident report be filled out, your supervisor will
be available at this time to help you with the necessary forms and make sure that they are forwarded to the proper
authority. In an effort to be better informed as to the progress toward recovery of injured employees, the company
requires all employees off the job for more than one week to call in to their supervisors on a weekly basis. Regular
contact also helps your department with its planning and scheduling of personnel.
The Company provides insurance for all work-related injuries or illness. The name of the Company’s workers’
compensation insurance carrier and other pertinent information is posted. The carrier governs all insurance benefits
provided by the Company. These contracts shall not be limited, expanded or modified by any statements of Company
personnel or Company documents. Any discrepancies shall be determined by reference to the insuring contracts.
INJURY REPORTING PACKETS are in the MSDS area by the time clock. They have all the paperwork and
information needed for any accident.
IF SOMEONE MUST BE TAKEN TO THE HOSPITAL YOU SHOULD GRAB ONE OF THESE PRIOR TO
LEAVING.
This contains all of the paperwork that will be required including the Company’s Workers Comp Policy Number.

SpringDot® | Please refer to: signature page titled: INJURY AND ACCIDENT RESPONSE AND
REPORTING POLICY at the end of the handbook.
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Accident Reporting and Investigation Plan
Purpose
This Accident Reporting and Investigation Plan prescribes methods and practices for reporting and
investigating accidents. No matter how conscientious the safety effort at a company, accidents happen occasionally
due to human or system error. Therefore, this written plan is intended to provide a means to deal with all workplace
accidents in a standardized way and demonstrate our company's compliance with the reporting requirements of 29
CFR 1904. In addition, it is the policy of the company to comply with all workers' compensation laws and regulations.
Administrative Duties
Thomas Deutsch, HR is responsible for developing and maintaining this written Accident Reporting and
Investigation Plan. This person is solely responsible for all facets of the plan and has full authority to make necessary
decisions to ensure the success of this plan. Thomas Deutsch, HR is also qualified, by appropriate training and
experience that is commensurate with the complexity of the plan, to administer or oversee our Accident Reporting and
Investigation Plan and conduct investigations.
This written Accident Reporting and Investigation Plan is kept at the following location: By time clock.

Accident Reporting Procedures
Our accident reporting procedures include the following:
1. Employees injured on the job or their supervisor are to report the injury to Thomas Deutsch, Safety Manager,
HR (if possible) as soon as possible after an incident/accident. Any employee witnessing an accident at work
is to call for emergency help or whatever assistance appears to be necessary. "Near miss" accidents or
incident should be reported as well, i.e., when an employee nearly has an accident but is able to avoid an
injury or illness.
2. Injury packet are to be found in the MSDS file area next to the time clock Injurer worker or their supervisor
gets First Report of returned to the Safety Manager, HR within the next business day.. The packet
accompanies the injured worker to the emergency room and fills it out there. A copy of this is to be made
there and returned to the Safety Manager, HR within the next business day. The Safety Manager, Thomas
Deutsch, is to complete the company Accident Report Form with the employee, any witnesses, and/or other
relevant people as soon as possible after the accident.\
3. The information is entered into the proper forms OSHA 300, etc as required. We complete the company
Accident Report Form with the employee, any witnesses, and/or other relevant people as soon as possible
after
the
accident.
A sample of information requested on the Accident Report Form is provided below:
4. Accident Report Form
Note: The immediate supervisor of the employee involved in the accident must fill out this accident report as
soon as possible after the occurrence of the accident.
Employee
Name:
Date & Time of Accident:
S.S. #
Telephone:
Employee Address:
Date of Birth:
Female/Male Married/Single
Department:
Job Title:

Salary/Hourly Wage:
# Hours Worked/Day:
Location of Accident:
Description of Accident:
Medical Treatment for Employee: (answer none
if none)
Clinic/Physician (name/address/phone)
Did Injury Cause Lost Work Time? Yes No
First Lost Day:
Date Returned:

SpringDot® | Please refer to: signature page titled: INJURY AND ACCIDENT RESPONSE AND
REPORTING POLICY at the end of the handbook.
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Accident Investigation Procedures
Thorough accident investigations will help the company determine why accidents occur, where they
happen, and any trends that might be developing. Such identification is critical to preventing and controlling
hazards and potential accidents. For all accident investigations, Thomas Deutsch, Safety Manager, HR will
perform the following duties:
Duties of accident investigation is to understand the per- accident area, the reason for the accident,
understand if more than one person or other contributing factor may be involved. Look for the root cause of
the accident and how that may be prevented in the future. Interview all people involved in the accident
including witnesses. Require that all people involved in an accident that requires emergency room treatment
be given a drug screen, even ones that were not hurt but may have been the cause of the accident.
Injury, Illness, and Medical Issues
We also follow these procedures: See employee handbook for family medical leave policy, etc.
Recordkeeping
Thomas Deutsch is responsible for maintaining the following records and documentation:
First Report of Injury, Form 300, Form 300a
Annual Summary Posting
At the end of each calendar year, the Safety Manager performs the following steps:
Posts on the bulletin board the summary report of the year as required by law.
Employee Involvement and Training
This plan is an internal document guiding the action and behaviors of employees, so they need to
know about it. Employees are trained on accident reporting when hired in the orientation presentation. The
detail of which is included in the Employee Handbook. They are required to read and be familiar with all
safety policies. Updates to the handbook are distributed as needed. Thomas Deutsch, Safety Manager, HR
conducts training and thoroughly explains to all employees why the Accident Reporting and Investigation
Plan was prepared and how employees may be affected by it. Employees are informed in how to report an
injury or illness.
Employees, and their representatives, are also provided limited access to our injury and illness records.
Copies of relevant accident reports are provided by the next business day to all employees, former
employees, and representatives that request them. Employees, former employees, and personal
representatives who request First Report of Injury Report will also receive them by the end of the next
business day. However, authorized employee representatives will only receive requested First Report of
Injury Report within seven calendar days, and all sections of the First Report of Injury Report will be
removed except the information on injury within the HIIPA statutes. All initial copies are provided to
requestors free of charge. Additional copies involve a reasonable charge.
Our company does not discriminate against employees for:
 Reporting a work-related fatality, injury, or illness;
 Filing a safety and health complaint;
 Asking for access to occupational injury and illness records; or
 Exercising any rights afforded by the Occupational Safety and Health Act.

Drug Screens & ACCIDENTS – Where to go.
RE: Drug and Alcohol Screening for New Employees, Post Accident,
Random, Reasonable Suspicion, Return to Duty & DOT testing
Since 2010 our trips to the emergency room have been for cuts, burses and back issues.
All of these are first aid issues.
We now are to go to 1150 West 8th Street: TriHealth Occupational Health
Unless it is clearly an emergency room issue:
Then go directly to Good Sam Emergency room.
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West 8th Street hours are 8am to 5pm, Monday - Friday
After Hours – if there is an injury, accident, first aid need, etc. after hours or on weekends we will use
the Good Sam Emergency room.



Accident and no injury after hours: If only drug testing is required we will call ODACS (OnSite
Drug & Alcohol Collection Service) at 513-236-2102. They will come to SpringDot and do any
testing required. Note: all emergency rooms call the same service since they do not offer this service.

1150 W. 8th Street is located on the North side of the street.
This is at the corner of Dalton and W. 8th. – The same building as the Red Squirrel sandwich shop is in but the extreme
other side of the U shaped building.

Directions: Turn West on Alfred Street from Colerain Ave. Go to the traffic light at Spring Grove Ave. and
turn left (south) and follow Spring Grove Ave. It turns into Dalton Ave. At the W. 8 th light turn left onto W.
8th and then make a U Turn to get to the north side of the street. TriHealth/Bethesda Urgent care will be on
right side of the street.

W 8th Street Location: It is on the east side of the building with its own parking in front of the entrance.
This is easy to get to and easy to access.
It is 1.9 miles away- 5 minutes and no real traffic. Parking is in front of their door. Look for the big
Sherwin Williams sign!
First Report of Injury form:
Occupational Health has this online and will complete it and email it to Thom and Rick so we can
make sure the workers comp claim is handled properly.

If an employee is sick: (not a Worker’s Comp issue) and they need an Urgent Care Center there is one
on Glenway Ave. This is 5.6 miles & 16 minutes from SpringDot. (see map on the next page) The cost of emergency
rooms is VERY high, even if you have insurance.
Urgent Care centers offer medical services for much less $$$.
It has been the policy of the company to reimburse $100 of an emergency room visit for insured employees. This is a
policy that is determined yearly and may not be in effect in this current year. Ask!

TRIHEALTH PRIORITY CARE 6139 GLENWAY AVE. CINCINNATI, OH 45211
Their hours are 8am to 8pm. (513) 346-3399

Directions: Take Colerain to Alfred St. then at the light turn left onto Spring Grove Ave.
Right onto Western Hills Viaduct, Keep right at the fork, follow signs for Beekman St/Queen City
Ave and merge onto Harrison Ave 0.1 mi, Slight right onto Beekman St for 446 ft,
Slight left toward Queen City Ave for 384 ft, Merge onto Queen City Ave for 3.9 mi,
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Slight left onto Werk Rd for 0.3 mi, then turn right onto Glenway Ave, Destination will be on the
left side. It is across the parking lot from Kroger’s.

Injury Leave
When an employee suffers an injury or contracts an occupational illness in the course of and arising out
of employment with the Company and a workers’ compensation claim for such injury or illness is
certified by the Company, the employee will be granted a leave of absence for up to six (6) weeks. The
employee shall be required to complete and sign the appropriate workers’ compensation claim forms
and supply the Company with the following: (1) an injury report form; (2) a signed medical release; and
(3) a medical certification form signed by the employee’s treating physician. This policy does not
apply to claims for injuries or diseases which the Company refuses to certify nor does the policy apply
to injuries or illnesses that are not compensable under the Ohio Workers’ Compensation statute. At the
expiration of the leave granted for an occupational injury, if the employee is still unable to return to
work, the employee may avail himself or herself of accumulated sick leave, payment of normal wages
or salary will be stopped and the Bureau of Workers’ Compensation may begin weekly payments if
such compensation is warranted.
Lifting
Do not attempt to lift or push objects which are too heavy for you. Ask for help when you need it.
Learn to lift the proper way to avoid strains; bend your knees, keep your body erect, then push upward
with your legs. Improper lifting is the source of most strains. Whenever possible, use a hoist for lifting
heavy objects. If necessary to lift by hand, let leg muscles do the work, keep your back as straight as
possible. Never hesitate to ask for help when lifting.

LOCKOUT TAGOUT (LOTO)
Purpose of Lockout/Tagout
This procedure establishes the minimum requirements for lockout or tagout for energy isolating
devices. It shall be used to ensure that Company machinery and equipment is isolated from all
potentially hazardous energy, and locked out or tagged out, before employees perform those
maintenance or repair activities where the unexpected energization, start-up or release of stored
energy could cause injury. Many industrial accidents occur when machines are activated
accidentally. Sometimes one worker is not aware that another worker is in an unsafe area.
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Other times a switch or button is hit by mistake and the machinery starts. Stored energy, such as
electricity or hydraulic pressure can be released inadvertently and cause serious injury or death.
The purpose of lockout/tagout is to prevent these accidents by having workers use a standard set
of procedures to prevent accidental discharges of energy. Maintenance personnel, pressmen,
other workers and supervisors need to know these procedures.
Responsibility
All employees, temporary personnel and outside contractors who operate, maintain, or repair
SpringDot™ machinery and equipment are responsible to strictly follow this procedure. Only
employees trained in this procedure shall be authorized to use lockout or tagout devices. Each
new or transferred affected employee shall be instructed in this procedure. Questions
concerning the procedure shall be addressed to Management.
There are few machines at the Fulfillment Center that fall under the lockout tagout regulations. The
best rule if one is broken is to report it immediately to management and have them take it out of
service properly. DO NOT WORK ON ANY BROKEN MACHINERY. WE HAVE OUTSIDE
SERVICE PEOPLE TO ADDRESS THESE ISSUES.
What is Lockout/TagOut?
A lockout is a method of keeping equipment from being set in motion and endangering workers. In
lockouts:
 A disconnected switch, circuit breaker, value or other energy-isolating mechanism is put in the
safe or off position.
 A device is placed over the energy-isolating mechanism to hold it in the safe position.
 A lock is attached so that the equipment cannot be energized. This lock has one key that is in
use with it. A second key under extremely limited control is kept and secured in the office. The
one “active” key is kept with the lock at the lockout station(s) and the employee using a lock
must verifies that all personnel are clear of the area, repair completed, maintenance completed
and all safeties have been put back in place before removing his/her lock.
o LOCK: Padlocks that are identifiable per person (ie: per lock) using that lock along with the
only assigned key to each. Each lock and matching key is coded with a matching letter. These
locks are the only authorized locks permitted in lockout.
 If more than one person is to repair/ work on a locked out piece of equipment then a hasp is to be
used so that more than one lock/person may lockout that equipment.
o HASP: A fastener which allows more than one padlock for lockout, and prevents unlocking until
all locks are removed. When more than one employee is to work on the equipment, each
individual must place a lock on the hasp.
 A tagout is used when a machine or piece of equipment is not equipped for lockout (Examples:
the removal of fuses or disconnecting of feed wiring). In a tag out, the energy-isolating device is
placed in the safe position and a written warning is attached to the shut off source.
o TAG: these can be found on the lockout station(s)
All lockout and tag out materials are supplied by SpringDot™. Each device must be capable of
identifying the person who applied it. Only that person is allowed to remove the lock. If the
shift changes, then the person who applied the lock should remove it and a person on the new
shift should apply their own lock. If the person who applied the lock leaves without removing it,
the supervisor should contact them by phone before removing the lock.
When should you lockout or tag out?
Lockout/tag out is necessary whenever you are performing service or maintenance around any
machine where you could be injured by:
 Unexpected start up of the equipment
 Release of stored energy
 You must remove or bypass a guard or other safety device
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You must place any part of your body where you could be caught by moving machinery.
Pump maintenance
Repair of electrical circuits
Clearing jammed mechanisms
Any mechanical repairs

Locks and tags by themselves do not de-energize equipment. Attach them only after the machinery
has been isolated from its energy source. In washup of presses district 5 of Chicago has outlined
to R.R. Donnelly, that the intention of lockout/tagout is for unexpected movement of machinery.
SpringDot™ recognizes Donnelly, the largest printer in the United States of America, as a model
of safety and has followed their lead. In the case of wash-ups and blanket cleaning, the
preferred method is to have the machine set to creep and the folded rag method in the palm of
the hand is to be carefully used. At the beginning of every shift and every makeready the
safeties at every nip point are to be inspected.
How to Lockout/Tag out
General
Employees performing maintenance or repair must be skilled in recognizing energy hazards before
beginning any work. Employee must know how to control energy:
 Electrical (panel LO/TO)
 High pressure air (valve or disconnect LO/TO)
 Hydraulic (valve or disconnect LO/TO)
 STEAM (valve or disconnect LO/TO)
 Gas (valve or disconnect LO/TO)
 Kinetic/potential, i.e., spring, gravity, etc., stored potential energy (mechanical lock, pins, brace
or restart with LO/TO)
Maintenance department Lockout/TagOut practices
LO/TO locks and tags are items of safety equipment. Locks and tags are the LO/TO stations. Only
the employee placing the LO/TO on the machine is authorized to remove the same. Shift change
and continuation: A LO/TO should not be left in place with a shift change without the
permission of the plant manager.
Extended Shutdowns
When equipment is shutdown for long term repair or overhauls, it will be locked out by the
manager of the plant. Upon completion, the plant manager will clear with all outside contractors
involved in the repair or overhaul before the lockout is removed.
List of Machinery
The plant manager shall maintain a current list of machinery in the plant, and the location of the
main disconnect for each machine.
Lockout/Tagout Procedure
1. Notify all affected employees that a lockout or tagout system is going to be utilized and explain
the reason. Authorized employees should know the type and magnitude of energy that the
machine or equipment utilizes and should understand the hazards.
2. If the machine or equipment is operating, shut it down by normal stopping procedures. (Depress
the stop button, open the toggle switch.)
3. Operate the switch, value or other energy source(s). Stored energy (such as that in springs,
elevated machine members, rotating flywheels, hydraulic systems and gas, steam or water
pressure, etc.) must be dissipated or restrained by methods such as repositioning, blocking,
bleeding down, etc.
4. Lockout and/or TagOut the energy isolating devices with lock(s) or tag(s).
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5. After ensuring that no personnel are exposed and as a check on having disconnected the energy
source, operate the push button or other normal operating controls to make certain the equipment
will not operate. CAUTION: Be certain to return operating controls to “neutral” or “off”
position after the test.
6. The equipment is now locked out or tagged out.
Procedure Involving More Than One Person
In the preceding steps, if more than one employee is required to lockout or tagout equipment, each
shall place his/her own personal LO/TO device on the energy isolating devices. When an energy
isolating device cannot accept multiple locks or tags then a multiple lockout or tagout device
(hasp) may be used. If more than one individual is required to lockout or tagout equipment, such
employee should place his/her own personal lockout tagout device on the energy isolating
device(s). When outside contractors work on equipment, they should observe the lockout/tagout
procedure. If they have the proper lockout/tagout equipment and procedures they may use their
own system. All employees who work with equipment that requires lockout/tagout procedures
will be trained. Each person completing the training should recognize the potential hazards to
his or her safety and the safety of others if proper lockout/TagOut procedure is not followed.
Restoring Normal Operation is a Two Step Process
1. After the servicing and/or maintenance is complete and the equipment is ready for normal
production operation, check the area around the machines or equipment to ensure that no one is
exposed. Notify the affected employees.
2. After all tools have been removed from the machines or equipment, guards have been reinstalled
and employees are in the clear, remove all lockout/tagout devices. The equipment is ready to
use.
Training
Supervisors shall ensure that all employees and temporary personnel who operate, maintain, or
repair machinery and equipment, and other affected individuals, are trained in this procedure.
Certification shall be placed in each affected employee’s personnel file documenting that the
employee has read this procedure, recognizes the hazard to his/her personal safety and the safety
of others if the procedure is not followed, and agrees to strictly follow the procedure. The cover
letter each employee has signed upon presentation of this policy manual constitutes this
certification.
Lockout/TagOut Location for each piece of individual equipment
Prep Floor: Lockout Station outside of plate making room in hallway
 Digital room control with wall plugs
 Dup frames control by breaker box on
wall and/or plugs stripping and plate
 Plating breaker with wall plug
room areas
 CTP Plate Processor with wall plug
 Plate Makers and Proof Makers plugs
 Plate Scanner control with wall plugs
as controls
 Platemaker
and
Processor

Air Compressors breaker boxes on
disconnects are beneath floor
wall
Presses and Bindery: Lockout station located on wall across from PMC station in Bindery
Press Equipment
Bindery Equipment
 Komori 6 color press: breaker box
on wall
 Harris Cutter in Pressroom: breaker
box on wall
 Roland 2 color press: breaker box on
wall
 Polar Cutters: breaker boxes behind
cutters
 Indigo Digital Presses: breaker box on
wall behind press
 Jogger: breaker box behind jogger
 Auto Stackers: breaker box behind
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 Mueller Saddle Stitcher: breaker box
on wall
 Stahl Folder: breaker box on wall
 Baum Folder: breaker box on wall
 Pocket Folder Gluer in shipping:
breaker box on wall
 PMC Machines: breaker box on wall
 Drill and portable: stitcher outlets
 Shrink Tunnel: breaker box on wall
 Johannesburg Letterpress: breaker
box on wall
 Miehle Letterpress: breaker box on
wall
 Kluge Presses: breaker boxes on wall
 Converting folder system: breaker
boxes on wall

 Padding unit: breaker box on wall
 Morgana
Specialty
folder
by
letterpress: breaker box on wall
Miscellaneous
 Air Compressors (2) breaker boxes on
wall just above the machine
 Freight Elevator in elevator control
room on bottom floor next to
elevator door.
 Recharging stations for tow motors:
breaker boxes on wall located on
dock north wall.
Entire Shop
 Gas lines on heating units lockout
valve on intake lines.

OSHA Regulations
The most up to date regulations can be found online. The Company relies on this online source.
Employees are encouraged to review them online as well.. If you don't have access to a computer and
wish to check the updated online regulations, you can request use of a PC to explore them.
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MISCELLANEOUS

To Our Employees, River City Residents: regarding our River City
Correctional Center Partnership:
SpringDot and River City Correctional Center have been working closely together for
years. River City takes in court recommended non-violent offenders for a 4 to 6 month period.
The goal is to have them re-direct their lives by providing counseling, self evaluation and
education. SpringDot supports this goal of giving individuals an opportunity to work and earn
funds for when they are released. We have a number of success stories that have come from this
program and welcome them. Because of the requirements of River City, these residents have
different rules that they are required to adhere to. You should also be aware of their rules so we
may continue to have a good working relationship with River City and more contributing citizens
in our community.
SpringDot is a leader in this field and held out as an example to our entire business
community. We serve on the River City Correction Community Board and the Beacon of Hope
Board.
To:

Participants from River City Correctional Center

We welcome you to SpringDot.
Below are the standards we will hold River City Residents to:
 Cell phone or telephone usage is not permitted. Requests for access will be denied and
reported. This includes no contact with family or friends while at work.
 Cigarettes or any tobacco products are not permitted inside the building. “Bumming”
tobacco products from others is also not allowed on the premises.
 Residents are not allowed to leave the building unless they are returning to River City.
Those that leave for any other reason are automatically excused for the day and are to
return to River City immediately.
 No cash is to be borrowed, held by, or in any way exchanged between residents, other
temporary employees, and/or SpringDot employees.
 Name tags are required to be worn at all times.
 We expect respect to be used by every employee at SpringDot and this extends to our
resident workers. This includes common sense in not participating in any inappropriate
behavior.
 If you are injured while working at SpringDot, immediately report this to your
supervisor.
 River City continues to make spot checks on our operations. We view this as required
part of our cooperation.
Any conduct that is in violation of these simple standards will be reported to River City. For
your protection from misguided claims of behavior, we have installed video monitoring
equipment in our facility.
We appreciate your work and focus.

SpringDot®
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Parking Policy
At 2611 Colerain Ave.: SpringDot® provides limited parking on the East side of Colerain Ave in our
parking lot at the dead end of the street. Please do not park immediately in front of the office; we try to
save this area for customers. The rear parking lot is reserved for second shift employees and those that
may be coming and going often. Employees working on evening shifts are encouraged to move their
cars into the back lot and lock the gate after 5:00 p.m. The Company is not responsible for damage to or
theft from employee vehicles. Please be sure you have the combination to the lock on the back gate.
Simply ask the office or an employee. You never know when you may need it. Be wise – do NOT leave
anything valuable visible inside of your car and always lock your car! IDEA: put it in your cell phone
under COMBO.

Adults work here.
Courtesy and fairness are what rules here. Each employee pays their rent
or mortgage, raises their children and 100 other responsibilities. This level
of awareness and knowledge for personal responsibility does not leave you
when you enter our doors. We treat each other on that basis with respect.
It is what trust is built upon. This foundation of trust is a two way system
… from us to you and you back to us. Adults work here.
Harassment of ANY kind is to be reported. If you have any problems please
tell a supervisor. If you are not comfortable with that, please call Thomas
Deutsch or Josh Deutsch on their cell any time. Thom heads up our Human
Recourses for all of our employees. Josh is our President. Office is 513542-4000 extension 111 for Thom or extension 104 for Josh. Thom’s cell is
513-703-4837. Be advised that the facility is being video recorded inside
and outside for all of our protection.
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EMERGENCY ACTION PLAN
Company
Name
Address
Address
Phone
Number
Email:

SpringDot, Inc.
2611 Colerain Ave.
Cincinnati OH 45214
513 542-4000

Tdeutsch@springdot.com

This guide was derived from OSHA standards and interpretations.

Updated August, 2016
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EMERGENCY ACTION PLAN
This emergency action plan has been prepared to provide assistance in compliance with OSHA standard 1910.38.

The following is a plan to prepare for emergencies. By auditing the work area, by training
employees, by procuring and maintaining necessary equipment, and by assigning responsibilities and
preparing for an emergency, human life and employer resources will be preserved.
The intent of the plan is to ensure all employees a safe and healthful working environment. Those
employees assigned specific emergency duties under the plan should be provided the necessary
training and protective equipment to ensure their safety.
The Plan Coordinator has the ultimate approval, implementation, and annual review
responsibilities for this plan and to assure the plan is understood and followed by all employees.
All new employees will be thoroughly instructed in this plan before they begin their initial work
assignments and told where the plan will be kept. An up-to-date copy of this plan is always kept in
Plan Coordinators office and a copy at MSDS location by time clock in facility.
SCOPE OF THE PLAN
The plan applies to emergencies that could be reasonably expected in the workplace.
EMERGENCY PLAN COORDINATORS
The Emergency Plan and Fire Protection Plan Coordinator(s) is/are as follows:
Building/Section
Name
Phone #
Global Coordinator:
Thom Deutsch
513-703-4837
Office, Shipping,
Prep Floor
Bindery, Break rooms
Pressroom
Global back-ups:

Thomas Deutsch
Shawn Brown
Don Pope,
Paul Bass
Tim King
Rick Autzen
Dave Gronostaj
Josh Deutsch

513-703-4837 cell
513-617-8938 cell
(513) 615-8245 cell
513-226-4893 cell
513-919-2385 cell
(513) 835-6704 cell
513-253-1606 cell

The Coordinator is responsible for maintenance of equipment. The Coordinator may be contacted
for further information on or explanation of the Plan.
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ELEMENTS OF THE PLAN
I. Preferred Means of Reporting Fire and Emergencies
All fires and emergencies will be reported by one of the following means:
Internal:
a.
Public address system and telephone paging system
b.
Verbally to the Coordinator if during standard work hours
c.
By telephone if after hours or on weekends
d.
By the alarm system 24 hours a day
External:
e.
f.

Call 911…Emergency phone number for any event
SpringDot Facebook page for updates for shifts not at work

FIRE:
POLICE:
AMBULANCE:

911
911
911

(District 5: 513-569-8500)
(Engine 12: 513-241-2525)

COMPANY NAME AND ADDRESS/LOCATION:
SpringDot
2611 Colerain Ave.
Cincinnati OH 45214
II. #1 Fire Alarm System – pressroom, break rooms, bindery, shipping
Protection One 888-777-7585
a.
Reset code 1234 +1 twice SIDNEY
b.
Phone lines 542-4035 542-9320
c.
BOX LOCATION BY TIME CLOCK
#2 Sprinkler Fire Alarm System –covers the prep floor, office floor, fulfillment floor in
basement
Silco Sprinkler 513-733-5655
a.
Any flow from system will initiate ALARM
b.
Interior and Exterior Alarm bells will sound
c.
If flow needs to be stopped – contact Silco
d.
They will come to reset system
Alarm system for notifying all employees in an emergency:
a.
Provides warning for safe escape
b.
Can be perceived by all employees
c.
Alarm is distinctive and recognizable
d.
Employees are properly trained: shutdown of immediate equipment
they are working on if possible, evacuate.
e.
Emergency telephone numbers posted
f.
Emergency alarms have priority
g.
Alarm system is maintained properly by trained personnel
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III. Sounding the Alarm
The signal for immediate evacuation for the facility will be the alarm horn or alarm bells –
also paging systems. The alternate means of notification of immediate evacuation is paging
system and cell phones to managers.

IV. Evacuation Plans
Emergency evacuation escape route plans (see appendix A) are posted in key areas
throughout the buildings. All employees have been trained concerning these plans and should
also be familiar with the evacuation plans for the other buildings within the company.

V. Employee Accountability Procedures after Evacuation
1.
In the event of a fire emergency signaled by either the building alarm horn or
sprinkler alarm bell paging system, all occupants will promptly exit the building by the
nearest exit.
a.
Bindery supervisor will take the IN rack of time cards off the wall and exit
with this as an active list of hourly workers in the facility.
b.
Once clear of the building, go to the designated point and immediately
report to their supervisor. After evacuation, each supervisor (or designee) is
responsible for accounting for each employee assigned to that supervisor by rallying
at the designated point and by conducting a head count. Each employee will be
accounted for by name. Each employee is responsible for reporting to his or her
supervisor so an accurate head count can be made. All supervisors are required to
report their head count (by Name) to the Emergency Plan Coordinator.
2.
Any stragglers and the known location and condition of any injured people and
will be reported to Emergency Plan Coordinator
Designated Rallying Points
Building 1:

Building 2

Building 3
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Primary location:
Secondary
location:
Primary location:
Secondary
location:
Primary location:
Secondary
location:

Office/Prep bldg: Parking lot -Colerain Ave
Rear parking lot
Bindery & Break rooms: Parking lot on
Colerain Ave.
Rear parking lot
Pressroom: Parking lot on Colerain Ave.
Rear parking lot
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VI. Rescue or medical duties procedure
Dial 911. The Cincinnati Fire Department is ½ mile from SpringDot. Dialing 911 will give
response within 3-5 minutes

VII.

Re-entry
Once the building is evacuated, no one is to re-enter the building for any reason. Rescue
personnel (if designated and properly trained) are excluded from this rule. When the Fire
Department or other responsible agency has notified us the building is safe for re-entry, then,
and only then, will personnel return to their workstations.

VIII.

Training for Employees
Before implementing this emergency action plan, the Plan Coordinator will designate and
train a sufficient number of persons to assist in the safe and orderly emergency evacuation of
employees.
Employee training is provided when: (a) the plan is initiated; (b) when employee's required
actions and responsibilities change; (c) there are any changes to the plan; (d) initially for new
employees; (e) refresher training.
Items Reviewed:
a.
Emergency Escape Procedures
b.
Escape Route Assignments
c.
Fire Extinguisher Locations and Training
d.
Procedures to Account for Employees
e.
Major Workplace Fire Hazards
f.
Employee Training Programs
g.
Fire Prevention Practices
h.
Closing doors behind you
i.
Means of Reporting Fire and Other Emergencies
Names and Titles of Emergency Plan and Fire Protection
Coordinators
k.
Alarm Systems
l.
Proper Housekeeping
m.
Emergency and Fire Prevention Plan Availability
n.
Hazard Weather Procedures
Training for Employees Who Assist in Evacuation: The personnel listed below have
been trained to assist in the safe and orderly emergency evacuation of employees. Employee
training is provided to employees when: (a) the plan is initiated; (b) when employee's required
actions and responsibilities change; (c) there are any changes to the plan.
Task
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Building/Area

Fire Extinguisher:
Evacuation Assistant:

Entire facility
Entire facility

Emergency shut-down

Entire facility
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Person(s)
Rick Autzen/ThomDeutsch
Shawn Brown/Don Pope/
Tim King
Rick Autzen/Tim King
/Thom Deutsch

lX. Hazard Weather Emergency Plan
When a hazardous weather alert is announced by the Plan Coordinators, either Thomas
Deutsch or Rick Autzen, all employees should immediately go to the closest tornado refuge
area. All employees should stay in the tornado refuge area until given the all clear sign from
the Plan Coordinator.
The designated tornado refuge area is the label storage area on the lowest level
floor, under the Offices.
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APPENDIX A
THE S.A.F.E. PROCEDURE
These instructions consist of a four-step procedure that this facility recommends
that employees follow during a fire. This procedure should be memorized by all
employees. Experience has demonstrated that the best response to a plant fire is first,
to sound the alarm then let others know there is a fire, then to combat the fire if
possible, and finally, to evacuate if necessary. The plan works best when expressed as
an easily recalled acronym such as S.A.F.E.
S - Sound the Alarm: Either sound it yourself or call out to someone else to sound
it. This allows the fire department to be on its way while other
activities are being performed.
A - Alert Others: Quickly tell others in the area of the fire. Do this in a calm, firm
manner. DO NOT CAUSE A PANIC. Secure the area for the fire department. Close all
doors and windows to prevent the spread of smoke and flames. Call the fire
department to give them verification and location of the fire.
F - Fight the Fire??: In case of fire sound the alarm and evacuate the area if
necessary.
Good Samaritan Rule… Purely Your Own Choice: If YOU feel that this is a
manageable fire, one which you have the training and experience to fight, for example,
a fire in a wastebasket. If possible two employees should fight the fire together using
two fire extinguishers. If you have any doubt about your ability to fight the fire, then do
not attempt to combat it.
E - Evacuate the Area: If necessary.
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APPENDIX B
Emergency Contact Phone List
FIRE:
POLICE:
AMBULANCE:

911
911
911

Engine 12: 513-241-2525
District 5: 513-569-8500
Engine 12: 513-241-2525

COMPANY NAME AND ADDRESS:
SpringDot
2611 Colerain Ave.
Cincinnati OH 45214
Electric:

Duke
513-651-4182
Frank’s Electric: Brian Knue
513-542-0342 OFFICE
513-313-5883 CELL
Insurance:
Ted Marty Agency Tim/Jon
513-761-4300 OFFICE
513-678-1461 CELL
Natural Gas: Duke
513-651-4466
Water:

Office, Shipping
Prep Floor
Bindery, Break rooms
Pressroom
Global back-ups:

Cincinnati Water Works Emergency
(513) 591-7700
Evacuation Plan Coordinators
Thomas Deutsch ext 111
Shawn Brown ext 124
Paul Bass
Don Pope
Tim King
Rick Autzen ext 123
Josh Deutsch ext 104

513-703-4837 cell
513-617-8938 cell
(859) 630-5515
513-615-8245 cell
513-226-4893 cell
513-919-2385 cell
513-253-1608 cell

#1 Fire Alarm System – pressroom, break rooms, bindery, shipping
ALARM SERVICE: Protection One
888-777-7585




ALARM BOX LOCATION: BY THE RAMP EXIT DOOR/ CLOSE TO THE TIME CLOCK
TO TURN OFF THE HORNS/alarms: Reset code 1234 +1 twice SIDNEY
Phone lines 542-4035 542-9320

#2 Sprinkler Fire Alarm System – prep floor, office floor, fulfillment floor
Silco Sprinkler 513-733-5655
Any flow from system will initiate ALARM. Interior and Exterior Alarm bells will sound
If flow needs to be stopped – contact Silco. They will come to reset system.
Global back-ups:
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Rick Autzen 542-4000
Josh Deutsch 542-4000
Thom Deutsch 542-4000
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513-919-2385 cell
513-253-1608 cell
513-703-4837 cell

Employee Copy:
Lockout TagOut Training &
WORKPLACE MONITORING AND SURVEILLANCE
ACKNOWLEDGEMENT FORM

LockOut TagOut
I, ____________________________________, have attended lockout/tag out training and have received procedures for
lockout/tagout. I understand the reasons for lockout and know where the closest lockout station is located. I am also
aware of the location(s) to lockout energy sources for equipment that I use. Please sign after training.

Signature:_____________________________________________

Name (Print):__________________________________________ Date:________________________

WORKPLACE MONITORING AND SURVEILLANCE
This form acknowledges that you understand and agree to SpringDot®, Inc. (The “Company”) policies on workplace
monitoring and surveillance. As noted in the orientation materials you received, the Company engages in surveillance
activities in the workplace and this form provides your consent that you understand that the Company engages in such
surveillance and monitoring practices. There should be no expectation of privacy in the workplace except in private areas
such as restrooms, showers and dressing areas.

Signature:_____________________________________________

Name (Print):__________________________________________ Date:________________________

64 | P a g e

SpringDot, Inc. Employee Handbook

Employee Copy:
Acknowledgement of Receipt of Employee Handbook
I, ______________________________________________ have received a copy of the SpringDot® Employee
Handbook and understand that it contains information concerning employment at SpringDot®. I agree to read the
Handbook and to follow the guidelines and policies set forth in the Handbook and any amendments to the Handbook
along with the other policies and procedures of the Company.
It is specifically understood and agreed that the Handbook is for informational purposes only and is not intended to create
a contract, nor is it a contract, of employment or continuing employment between myself and the Company. It is further
understood that neither the Handbook nor any policy of the Company is a guarantee or promise of employment or
continuing employment.
I understand that I am not being hired for any definite period of time even though my wages are paid regularly. I further
understand that I am an at-will employee and my employment can be terminated at any time, with or without cause and
with or without prior notice either by the Company or myself. No promises or representations have been made to me that I
can be disciplined or discharged from my employment with the Company only under certain circumstances or after certain
events.
Company policy requires all employees to be hired at-will and this policy cannot be changed except by a written
document signed by me and an appropriate officer of the Company, specifically changing my at-will employment status. I
have neither been requested nor have I signed any such document.
My at-will employment status with the Company has been fully explained and I have been given an opportunity to ask
any questions regarding Company policies and my at-will employment status. No representative of the Company has
made any promise or other statements implying employment will be other than what has been stated above.
SpringDot® can modify, change, or disregard policies, practices or benefits set forth in the handbook at any time, with our
without notice at its discretion, with the exception of the at-will provisions.
If there is any policy about which I am confused, I understand that I am encouraged to speak with my supervisor. This
employee handbook and the policies, procedures and benefits stated in the handbook supersede any prior employee
handbook and all prior policies, procedures, and benefits.
No one may supersede this policy whether verbally or written. If they have done so they have exceeded their authority.
Signature ____________________________________________________________ Date ______/_______/_______

Print Name ___________________________________________________________________________
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Employee Copy:
Employee Consent and Release
DRUG AND ALCOHOL TESTING
I understand that SpringDot® Inc. requires that persons working on the premises or on its behalf be tested and certified free from
marijuana, hashish, opiates, cocaine, amphetamines, phencyclidine (PCP), crack, heroin, hallucinogens, depressants, stimulants, and
alcohol not prescribed for current medical treatment by an accredited physician (hereinafter “illegal drugs or other substances of
abuse”) at the time of employment and during the period of any work assignment with the Company.
Drivers utilizing a commercial driver’s license (CDL Drivers) are subject to both drug and alcohol testing in accordance with
applicable state and federal laws.
I also understand that should I fail to submit to such tests at any time during employment by the Company or should the results of such
tests identify any of the previously mentioned illegal drugs or other substances in my body not prescribed by a physician, my
eligibility for employment to provide services to the Company will cease immediately.
I hereby CONSENT to allow Good Samaritan Hospital, or other qualified institution to take a specimen of my hair, urine, or blood
and submit it for a pre-employment, random, or reasonable suspicion drug and/or alcohol test screen. I FURTHER CONSENT to
allow the laboratory testing service to make the results of such screen available to the prospective or current employer, SpringDot®,
Inc.
I hereby CONSENT to allow Good Samaritan Hospital, or other qualified institution to take a specimen of my hair, urine, or blood
and submit it for a pre-employment, random, or reasonable suspicion drug and/or alcohol test screen. In consideration for such
services being rendered on my behalf, I hereby RELEASE the laboratory testing service, its officers, agents, and employees, from any
and all claims which I might otherwise have due to such results being made so available. I hereby CONSENT NOT TO FILE ANY
ACTION at law or in equity against the Company, the laboratory testing service, their respective officers, agents or employees in
connection with the results of such screen being made so available, and I hereby agree to INDEMNIFY and SAVE HARMLESS the
Company, the laboratory testing service, their respective officers, agents, and employees from all damages, expenses, reasonable
attorney's fees, and costs of court which they or any of them may suffer or incur, jointly or severally, due to the results of such screen
being made so available.
I understand that my failure to honor the terms of this agreement will be grounds for termination of my employment, or loss of
consideration of my application for employment with the Company.
Signature ____________________________________________________________ Date ______/_______/_______
Print Name ___________________________________________________________________________
Witness Signature ______________________________________________________________________
Print Name ____________________________________________________________________________
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Employee Copy:
Confidential Disclosure Agreement
The agreement below is similar to ones we regularly sign to ensure that our client’s work is kept at a keen marketing edge.
You, as a key part of SpringDot®, are held to this standard. Please keep this in mind. Our reputation for honesty is
placed in this confidence.
In consideration of services to be undertaken by SpringDot® for any and all of our clients the undersigned hereby
acknowledge and agree as follows:
SpringDot®, Inc. and I as an employee of SpringDot®, Inc. may have access to certain confidential technical or business
information and materials in connection with the services it will undertake for any and all of our customers.
SpringDot® and I as an employee of SpringDot® agrees to hold said information and materials in confidence and to
refrain from disclosing to any person outside its organization anything it may learn, observe, or otherwise obtain in the
course of its working activities, including specifically the fact that our customers may have an interest in specific
materials or areas of business.
SpringDot® and I as an employee of SpringDot® also agrees to take all reasonable precautions to prevent disclosure of
said information and materials to third parties and to avoid use of same without express written consent of any of our
customers.
These obligations of confidentiality and non-use shall continue beyond the term of working relationship with our clients
until said information or material becomes generally available to the public or until the expiration of a five-year period
commencing on the date of the receipt of that portion of the information or material, whichever is earlier.

_____________________________________________________________________________________
Employee Signature
Date
____________________________________________________________________________________
Print Name

67 | P a g e

SpringDot, Inc. Employee Handbook

EMPLOYEE COPY

SPRINGDOT, INC.
INJURY AND ACCIDENT RESPONSE AND REPORTING POLICY
Effective date: mm/dd/yyyy
In the event that an employee becomes injured or witnesses an injury during working hours, they must report it
immediately to the nearest available supervisor or manager. Employees are to render any assistance requested by
supervisor, or manager. Questions asked by law enforcement or fire officials making an investigative report should be
answered giving only factual information and avoiding speculation. Liability for personal injury or property damage
should never be admitted in answering an investigatory question asked by law enforcement or fire officials.
When any accident, injury, or illness occurs while an employee is at work, regardless of the nature or severity, the
employee must obtain an injury reporting form and complete and return the form to Human Resources as soon as
possible. Reporting should not be allowed to delay necessary medical attention. Once the accident is reported, follow-up
will be handled by Human Resources or the designated Safety Officer. The employee may not return to work without the
permission of Human Resources or the Safety Officer.
In addition to compliance with safety measures imposed by federal Occupational Safety and Health Act (OSHA) and state
law, the Company has an independent interest in making its facilities a safe and healthy place to work. The Company
recognizes that employees may be in a position to notice dangerous conditions and practices and therefore encourages
employees to report such conditions, as well as all non-functioning or hazardous equipment, to a supervisor or manager
immediately. Appropriate remedial measures will be taken when possible and appropriate.
Employees will not be retaliated or discriminated against for reporting of accidents, injuries, or illnesses, filing of safetyrelated complaints, or requesting to see injury and illness logs.
EMPLOYEE ACKNOWLEDGEMENT
I acknowledge receipt of SpringDot’s Updated Safety and Health Policies. I agree to read and follow these policies.
I am aware that the contents of these policies are presented as a matter of information and that they can be amended
at any time. I realize that nothing in this policy is intended to infringe upon my rights under state or federal law and that
these policies do not create a contract of any kind between myself and the Company.
___________________________________
____________________________________
Dated
Signature
______________________________
HR
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____________________________________
Printed Name
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HR Company’s Copy:
SPRINGDOT, INC.
INJURY AND ACCIDENT RESPONSE AND REPORTING POLICY
Effective date: mm/dd/yyyy
In the event that an employee becomes injured or witnesses an injury during working hours, they must report it
immediately to the nearest available supervisor or manager. Employees are to render any assistance requested by
supervisor, or manager. Questions asked by law enforcement or fire officials making an investigative report should be
answered giving only factual information and avoiding speculation. Liability for personal injury or property damage
should never be admitted in answering an investigatory question asked by law enforcement or fire officials.
When any accident, injury, or illness occurs while an employee is at work, regardless of the nature or severity, the
employee must obtain an injury reporting form and complete and return the form to Human Resources as soon as
possible. Reporting should not be allowed to delay necessary medical attention. Once the accident is reported, follow-up
will be handled by Human Resources or the designated Safety Officer. The employee may not return to work without the
permission of Human Resources or the Safety Officer.
In addition to compliance with safety measures imposed by federal Occupational Safety and Health Act (OSHA) and state
law, the Company has an independent interest in making its facilities a safe and healthy place to work. The Company
recognizes that employees may be in a position to notice dangerous conditions and practices and therefore encourages
employees to report such conditions, as well as all non-functioning or hazardous equipment, to a supervisor or manager
immediately. Appropriate remedial measures will be taken when possible and appropriate.
Employees will not be retaliated or discriminated against for reporting of accidents, injuries, or illnesses, filing of safetyrelated complaints, or requesting to see injury and illness logs.
EMPLOYEE ACKNOWLEDGEMENT
I acknowledge receipt of SpringDot’s Updated Safety and Health Policies. I agree to read and follow these policies.
I am aware that the contents of these policies are presented as a matter of information and that they can be amended
at any time. I realize that nothing in this policy is intended to infringe upon my rights under state or federal law and that
these policies do not create a contract of any kind between myself and the Company.
___________________________________
____________________________________
Dated
Signature
______________________________
HR

69 | P a g e

____________________________________
Printed Name
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HR Company’s Copy:

Lockout Tagout Training &
WORKPLACE MONITORING AND SURVEILLANCE
ACKNOWLEDGEMENT FORM

LockOut TagOut
I, ____________________________________, have attended lockout/tag out training and have received procedures for
lockout/tagout. I understand the reasons for lockout and know where the closest lockout station is located. I am also
aware of the location(s) to lockout energy sources for equipment that I use. Please sign after training.

Signature:_____________________________________________

Name (Print):__________________________________________ Date:________________________

WORKPLACE MONITORING AND SURVEILLANCE
This form acknowledges that you understand and agree to SpringDot®, Inc. (The “Company”) policies on workplace
monitoring and surveillance. As noted in the orientation materials you received, the Company engages in surveillance
activities in the workplace and this form provides your consent that you understand that the Company engages in such
surveillance and monitoring practices. There should be no expectation of privacy in the workplace except in private areas
such as restrooms, showers and dressing areas.

Signature:_____________________________________________

Name (Print):__________________________________________ Date:________________________
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HR Company’s Copy:
Employee Consent and Release
DRUG AND ALCOHOL TESTING
I understand that SpringDot® Inc. requires that persons working on the premises or on its behalf be tested and certified free from
marijuana, hashish, opiates, cocaine, amphetamines, phencyclidine (PCP), crack, heroin, hallucinogens, depressants, stimulants, and
alcohol not prescribed for current medical treatment by an accredited physician (hereinafter “illegal drugs or other substances of
abuse”) at the time of employment and during the period of any work assignment with the Company.
Drivers utilizing a commercial driver’s license (CDL Drivers) are subject to both drug and alcohol testing in accordance with
applicable state and federal laws.
I also understand that should I fail to submit to such tests at any time during employment by the Company or should the results of such
tests identify any of the previously mentioned illegal drugs or other substances in my body not prescribed by a physician, my
eligibility for employment to provide services to the Company will cease immediately.
I hereby CONSENT to allow Good Samaritan Hospital, or other qualified institution to take a specimen of my hair, urine, or blood
and submit it for a pre-employment, random, or reasonable suspicion drug and/or alcohol test screen. I FURTHER CONSENT to
allow the laboratory testing service to make the results of such screen available to the prospective or current employer, SpringDot®,
Inc.
I hereby CONSENT to allow Good Samaritan Hospital, or other qualified institution to take a specimen of my hair, urine, or blood
and submit it for a pre-employment, random, or reasonable suspicion drug and/or alcohol test screen. In consideration for such
services being rendered on my behalf, I hereby RELEASE the laboratory testing service, its officers, agents, and employees, from any
and all claims which I might otherwise have due to such results being made so available. I hereby CONSENT NOT TO FILE ANY
ACTION at law or in equity against the Company, the laboratory testing service, their respective officers, agents or employees in
connection with the results of such screen being made so available, and I hereby agree to INDEMNIFY and SAVE HARMLESS the
Company, the laboratory testing service, their respective officers, agents, and employees from all damages, expenses, reasonable
attorney's fees, and costs of court which they or any of them may suffer or incur, jointly or severally, due to the results of such screen
being made so available.
I understand that my failure to honor the terms of this agreement will be grounds for termination of my employment, or loss of
consideration of my application for employment with the Company.

Signature ____________________________________________________________ Date ______/_______/_______

Print Name ___________________________________________________________________________

Witness Signature ______________________________________________________________________

Print Name ____________________________________________________________________________
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HR Company’s Copy:

Confidential Disclosure Agreement
The agreement below is similar to ones we regularly sign to ensure that our client’s work is kept at a keen marketing edge.
You, as a key part of SpringDot®, are held to this standard. Please keep this in mind. Our reputation for honesty is
placed in this confidence.
In consideration of services to be undertaken by SpringDot® for any and all of our clients the undersigned hereby
acknowledge and agree as follows:
SpringDot®, Inc. and I as an employee of SpringDot®, Inc. may have access to certain confidential technical or business
information and materials in connection with the services it will undertake for any and all of our customers.
SpringDot® and I as an employee of SpringDot® agrees to hold said information and materials in confidence and to
refrain from disclosing to any person outside its organization anything it may learn, observe, or otherwise obtain in the
course of its working activities, including specifically the fact that our customers may have an interest in specific
materials or areas of business.
SpringDot® and I as an employee of SpringDot® also agrees to take all reasonable precautions to prevent disclosure of
said information and materials to third parties and to avoid use of same without express written consent of any of our
customers.
These obligations of confidentiality and non-use shall continue beyond the term of working relationship with our clients
until said information or material becomes generally available to the public or until the expiration of a five-year period
commencing on the date of the receipt of that portion of the information or material, whichever is earlier.

_____________________________________________________________________________________
Employee Signature
Date

____________________________________________________________________________________
Print Name
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HR Company’s Copy:
Acknowledgement of Receipt of Employee Handbook
I, ______________________________________________ have received a copy of the SpringDot® Employee
Handbook and understand that it contains information concerning employment at SpringDot®. I agree to read the
Handbook and to follow the guidelines and policies set forth in the Handbook and any amendments to the Handbook
along with the other policies and procedures of the Company.
It is specifically understood and agreed that the Handbook is for informational purposes only and is not intended to create
a contract, nor is it a contract, of employment or continuing employment between myself and the Company. It is further
understood that neither the Handbook nor any policy of the Company is a guarantee or promise of employment or
continuing employment.
I understand that I am not being hired for any definite period of time even though my wages are paid regularly. I further
understand that I am an at-will employee and my employment can be terminated at any time, with or without cause and
with or without prior notice either by the Company or myself. No promises or representations have been made to me that I
can be disciplined or discharged from my employment with the Company only under certain circumstances or after certain
events.
Company policy requires all employees to be hired at-will and this policy cannot be changed except by a written
document signed by me and an appropriate officer of the Company, specifically changing my at-will employment status. I
have neither been requested nor have I signed any such document.
My at-will employment status with the Company has been fully explained and I have been given an opportunity to ask
any questions regarding Company policies and my at-will employment status. No representative of the Company has
made any promise or other statements implying employment will be other than what has been stated above.
SpringDot® can modify, change, or disregard policies, practices or benefits set forth in the handbook at any time, with our
without notice at its discretion, with the exception of the at-will provisions.
If there is any policy about which I am confused, I understand that I am encouraged to speak with my supervisor. This
employee handbook and the policies, procedures and benefits stated in the handbook supersede any prior employee
handbook and all prior policies, procedures, and benefits.
No one may supersede this policy whether verbally or written. If they have done so they have exceeded their authority.

Signature ____________________________________________________________ Date ______/_______/_______

Print Name ___________________________________________________________________________

Witness: ___________________________________________________________

73 | P a g e

SpringDot, Inc. Employee Handbook

